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CHAPTER I
STATEMENT OF THE PROBLEM
The problem of this thesis is to make an actual follow-up
study of students who attended the E Private Business School for
a period of ten months or more. This business school is located
in Massachusetts. Throughout this study this institution will
be referred to as the E Private Business School.
During this past world conflict, the business world became
somewhat lax in its standards of employability, in that it was
forced to accept a number of marginal office workers. However,
both business and government will demand a more efficient office
worker in the postwar world. This study is made for the follow-
ing reasons
:
1. To promote closer relationship between course
content of the curricula at the E Private
Business School and actual demands of the
businessmen and government agencies.
2. To revise the course content of the curricula at
the E Private Business School if this study proves
that such a change is necessary to meet the demands
of the businessmen and government agencies.
In order to ascertain the effectiveness of the present
curricula, the following questions were asked;
1. Through what source did you receive your initial
I fia'Miifio
3HT ^0 T/^:.lcTAX-a
qu-woCXoi lijifios ns s^ism si cIeo;ij aliil lo asIa'O'iq srlT
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©olllo Xnelolll© snoa s baesnob IXIw Xnoiiui iu703 bns Bsanlsud I'Xocf
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:b©iIaQ sn©./ siioIXsenp ^nlwoXXol ©dX , ali/olnnuo
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What is your present occupation?
List all positions held since leaving the E
Private Business School?
How much time is spent each day in doing book-
keeping work?
Do you actually make monthly financial statements
(Profit and Loss Statement and Balance Sheet)?
Do you believe that the bookkeeping you learned at
the E Private Business School is practical or too
theoretical?
Should any additional material be added or sub-
tracted from the bookkeeping or accounting course
that you took while at the E Private Business School?
Do you feel that the use of actual business papers in
connection with practice sets would help you on the
Job?
If you are keeping a set of books by single entry,
did you have any trouble in adapting yourself to
this system?
Is it necessary for you to perform any bookkeeping
or accounting duties that were not taught to you
while at the E Private Business School?
Do you close the books or does an accountant come
in to do this?
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od llBannoY 3nllqBl;a al ©Xd’A/oni ©vari uox ^1^
TaxodBYS alifd
Snlq(>©yt>iocd im:oi*i©q oJ uox Y‘^-®sa©oan dl al .OX
i/OY oJ ddsnad Ion o'lev/ daill ealdni) snXinxJoooB no
?XcoiloC saenlauE ©XBvXnl 3 oxld* da ©Xlnw
3.1100 d iBiiiaooos na eecb 10 cifoocf ©rid ©eoXo aov oG .XX
i
512. How much time is spent each day in doing shorthand?
13. What is the average rate of the dictator's speed in
your office? What is the average length of dicta-
tion time? What speed in transcription is required
on the joh?
14. Do you take conference or meeting reports in short-
hand? In what way has the court reporting and legal
work been helpful?
15. How much time is spent each day in doing typing work?
Check the amount done in each area? What typewriting
speed do you feel is necessary on the job? Is there
an Electromatic Typevrpiter used in your office? Do
you feel tlmt sufficient time is spent on statistical
typing at the E Private Business School?
16. V/hat percentage of time is spent on office machine
work each day? How much time on each machine as
listed?
17. In what way would specific training in telephone
technique help you?
18. Could you suggest improvements for the business
English course?
19. How much time is spent each day in filing? Check
the type you use?
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?0e»ri^oo nellsnH
jfooiiO ^^alll'i nl \aL doae ^n©qe al enld doun v/oH
420. V^'hat additional subject matter could this school
give which would be helpful on the job? Please be
frank’.
21. Are there any higher positions that you could be
doing if you had some additional training to advsince
in your present position? (Specify)
22. ilave you any additional comment on the E Private
Business School?
23. Did you attend any other school since leaving the E
Private Business School?
24. V/ould you be interested in participating in an
active alumni club of the E Private Business School?
DELIMITATION OF THE PROBLEM
This follow-up study was limited to those students who
attended the E Private Business School, full time as day students
for a period of ten months or more. It did not include any night
school students or those who attended less than ten months.
Students were selected for a period of ten years with a random
choice being made over that period of time
DEFINITION OF TERMS




Definitions found in the Dictionary of Education and Webster ’
s
Collegiate Dictionary, fifth edition.
looiioe airlJ i)Iuoo ^ariVY .CS
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TXooxioS eaenleud
a anJ 3nXvaoX oonXa Xooxioe 'ied:io xn& Dna:t4B uox blQ .J»S;
?Xoono8 teanXeua e^svli'l
fLB nl gnlstfiqXo i JTBq nl baJaarte^nl ed uo'^c bXuoYV ,^2
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MaJbOHH 5HT 10 HOITATIMIJaa
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eJaobiiJa sa 0;ali XXijl ,Xoox;oo ficarlawa aJavli^I 3 adJ babnadda
"linB ©buXonl Xon bib dX .arto.!* no addaoxa ne^ lo bolnaq b no'l
.andnofff n©J fiBfid eeaX b©bn©dda oriw ©eorid no sdnsbade XocriOR
Mobaan b riJiv; enBa^ bolnaq a nol bsdoeXss ©now ednebad^
©mid lo bcin&q darid n©vo ©bBi. 3al9d ©oXoao
aanaT boiti:ii'xsc
eliid nl b©eu ona ^erid aa beallab ©no Cuinod dnaaXdnaq XXA
X
. vbxxda
a * nddedetif baa rroIdooxJbIX io Y'doac XdolC orfd nl bmxol anoXJla-leC
• acIdJLX© ridli'l ^xnaxioidoIC ©dois&IXoO
5Follow«»Up ; A follow-up Is a plan whereby a student’s status
Is investigated in order to assist in further adjustment.
Private Business School : A private business school may be
defined as an educational institution designed to prepare its
students for business careers. It is owned and operated by
an individual, individuals or as a corporation, without tax
support and for a profit. The E Private Business School is
a corporation.
Student ; A student is a serious-minded person who is attending
school for a definite purpose and with some specific goal in
mind. In this study it Includes all Individuals attending the
E Private Business School taking one of the three curricula,
secretarial, stenographic or accounting. The stenographic
curriculum is the same as the secretarial program with two ex-
ceptions. The secretarial curriculum has bookkeeping and requires
eighteen months whereas the stenographic has no bookkeeping and
requires fourteen months for completion. The accounting curriculum
is a twenty-four months course and is usually selected by men.
No shorthand is offered in this program.
Curricula ; Curricula represents more than one course of related
studies
.
Course ; A course is an organized unit of subject matter.
dVi:
e’J-nabuds e •\jcf8'i9rfw naXq a el qu-wollol A : aU»woXIo'^
’
. Xff9mle;/^l)fl 'terfct'tx/'i nl cfelese oX idMo .il JbeXsalXaavnl al
9cf XoofloB eeorrleycf ©isvliq ^ z Xooiioa eeenie t/g 9 Xb71t<I
2 X 1 e'lijqeiq oX £>©n3 leef) nolXuXlXenl XflrroiXaojJiJd nja aa benllai)
Yd be^A'ieqo bna b&nvfo el XI . 8 '199‘iao eeonlewd toI sXfraJbuXa
1
xaX XLTorlXlw ,aolXaT[oq'ioo a es *10 eXauJblvlijnl ^Xauljlvlbnl :!8j
8l Xoorloa aeanlex/a ©Xavi'xi 2 oriT . Xlloiq a 'lol bna Xioqq^fa^
. aolXa'ioqioo a ?
ijnlbaoXXa el odw noa'iaq l)oibnl:n-euol'ide a al ^nebuie A rXneJbyXS*
nl Xaoy Dll^oeqe eraoa dXlw bna ©eoqTuq eXlallab a ^o'i Xoodoa *
ddX ^nlbnaXXa eXeublvlbal XXa ssbulocil Xi YJb'dXc alaX nl *Jbnlfii “S
, aXi/oli'ii/o 09*tdX diix lo eno ^nl'-faX Xoorfod eaenlet/Q ©Xavl^I 3 J
ol^^qa^3o^oXc ©dT , ilXiii/oaoa »io oiriq8'r3cn©Xe ^XalTaXoTosa
-xa owX dXlw aa^ao'iq Xal'iaXa'iaod adX ea aaae ©dX el ni/Xuol^'iuo •'
aa'ilupd ‘1 bna aalq99;i>looff eaxl fiu/Xu3l*i'tiio XflIaaXa'ioaL ariT .eaolXqao
hna on aarf olrlqaiaonoXc ©dX Baonedw edXnora noaXdal©
nu/luoln'iUD anlXnuoooa edT . lOlXeXqffloo no*! axiXnc^ na©X*tyol soil;;pa*i 1
.nora Yd beXosXee cl bna jo'zvcd edXnora 'xuol-YXnawX a el I
.na'iqo’iq sldj nl De'ie'tlo el bnadX'tods oZ
beXaXa'i lo ae'iuoo ©no nadX e'lom aXnaea'iqa'i aluol't'iuO : aXnpl 'r^uO »
6Businessmen ; This term relates to men who transact
serious occupation, profession, or trade which requires
energy, time and thought.
Initial Position ! Initial position is the first occupa-
tion held after leaving school.
Government Agencies ; Government agencies are organized
mechanisms through which a state executes its will. In
this study it refers to the civil service positions and
sections either federal or state which the students are
employed in. When the students finish the program at the
E Private Business School it is necessary that they take
and pass a civil service exam if they are Interested in
this type of work.
Dictation ; Dictation is the act of reading words, phrases,
sentences or paragraphs to the pupils for the purpose of
providing him with practice in writing.
Transcribing ; This term refers to the act or process of
reproducing in longhand or on the typewriter material
taken from dictation in shorthand.
Office Machine VJork ; This term relates to the course in the
field of business education taught in secondary schools or
colleges which prepares students in the methods and practices
of the business office. It means in this study the operating
of office machines
i0 8Eiij3*x.'t on'w ci3m 0^ eaialo'x iL'xad’ aldT i nemesaalauS
atjiljjpQ*x fioldv/ ebB'i:} 10 ^noleealc^xq ,no2 ^Bqx;ooo ewol'iea
. JxlQXJOii^ baa eail^ ,Tj5‘ieno
-jsqijooo JE'ii'l eii^ al nol^Jtecq Xal^inl i fiollleo^ iBlilrtl
.Xoorioe snivaeX i&i'ijs fcXexl noXi
0*13 eeXoness ctnaiiunevcO i gsXoaefstA ^neiamovox)
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bna anoXXXeoq eolviee XXvXo Qcii oi S'lelo'X XX ijbi/Xe sXxiX
©'x.a eXnabi/Xe erix lioXxiw bXbxs 'IO Xa^xebel 'laiiXia eiioXxaoa
©iiX Xb nifliijO*iq odX xlBXnXl aXneti/Xe axiX nsxiW .nX
e>iaX -"OifX XariX ^^'rBseaoan eX XX XooxioS aasnlauil ©Xavirri 3
nX bdXeaieXnX aia ^©lix Xi maxe ooXviea iXvio a eeaq bna
.Ji'iow lo eq'^X eXf'X
,3aaB*iiiq ,Bb'iov? 3nlX>ao'x *lo Xqb sxiX eX xioXXbXoXU. ; noXXaXoXC
'lo eaoqiuq ariX ‘•xol eXlquq erlX oX ariqB^raisq *10 eaonaXnse
.5nXXX‘iw ill ©oiXaanq dXIw aiXiI sniblvo'iq
*lo Bsaoo'iq lO Xaa ©riX oX 8*10*10*1 snoX BXrfT ; p.iXdX'iaBnaiT
XaXidXBai 'laXX'it^aqi^X edX no 10 bnadsx^oX ni 5nXoubo*iq9 *i
baariX'icde nX noXXaXolb nio*il neilaX
odx nX ee'ix/co axiJ ox b.oXbId'i nriaX eXxiT ; ;J*io<tf axiXdoaM ooXHO
*xo eXoouioa “^*iBbxiooa8 nX XdsxfaX xioXXxiOX/bo BaanXax/d "lo XXaXl
BaaXXoB^q brxa eooiXXdfli axlX nl eXnebuXe ea'^aqa'iq xfoixf/r 2330X100
^nXXs'xoqo oxia ’jbiJJs aXxix nX enaaoi XI eoil'to aaanlaxjci adX lo
.eenldoara ooXllo *lo
7Bookkeeping ; Bookkeeping Is the act or process of keeping
a systematic record of business transactions and preparing
financial statements.
Accounting ; Accounting Is the act of recording, classifying,
and summarizing In a significant manner and In terms of money,
transactions and events that are. In part at least, of a
financial character and Interpreting the results thereof.
PURPOSE OF THIS STUDY
Employers In the postwar world will demand a greater degree
of skill than Is found In most high school graduates, therefore,
the private business school Is In a strategic position to meet
the Increasing need for business education on the post high
school level. Students who enter this type of Institution want
to increase their skill in shorthand, typewriting and bookkeep-
ing or accounting. They possess different degrees of skill and
are placed In classes according to their ability. They want an
office position as soon as possible and in many cases cannot
complete the entire course for financial reasons. However, the
private business school through its placement office does all it
can to place this unfortunate student when he needs help most.
College preparatory students who enter this school are assigned
beginning classes In all subjects and progress rapidly.
Many private business school executives are concerned by
the extension of public school education upward from the twelfth
Vf
.5nlqt385i lo essoorEq 'lo ei ^niq^a^coa ; :^Iqe 3>f:^iQca
Snl'iaqs'iq enci jo^enr'i^ e^anleucf lo bioooi oiqaru©^Bu;8 &
.sJn&iaoJB^e lalonanll
^:-nlx^tlz3Bio ,3n2jj'tooe‘i lo Jog oriJ al ^nl;tnjjcoo^ Jnooso/l
,^©noa lo ofu'ioJ al fiiiB 'tdnaJB.r. Jaaoillrr^ lie a nl snisiTLiirmua Lns
a lo ^JRooX Ja J'laq nl JaiiJ eJnevs bnB enol^oasnaif
,'lo9 ^toric t'.JXoGQT ariJ gni Joiq-ieJiii Lna 'laJoa-iarfo laionanil
yc:-; :3 giHT -zc jac^inui
eoia*^-^ leJa©*!,] a ba^itiot XXl- bXiOw -lowJeoq aiiJ nl 3*19^0 1 qiii3
,9nol9'ioclJ
,
39 Jaax>a'i.3 XoofiOE *l3Xxi Jfconi nl bnaol ai narfJ XXIjjs lo
Jeom oJ aclJJaoq ol39 Ja*ij 3 a nl 3I loodja sesnleucf aJavI'iq axil
1X3X1: Jsoq 9u:J no iiolJaoob^ csenX^ocf nol bson ^^nlsaanonl 9i{J
JnaA' noiXaJXJen.! Ic aqY^ alaJ nQln© oxi"*** sJnsbaJS »XdV 9 X Xoonos
-q905i’Xoo(J bna ^nl Jlnwsq'C J tbnaaJnods :ii lliiiz nlanJ ssaanonX oJ
baa Xll-.e lo 300*1300 Jxu->'iolllo E 39 J 3oq .inlJnaoooa no gal
na Jnaw y-oxlT . Slllda nlenJ OJ nnlbnc.ooa GoaaaXo nX b&oalq ana
joxTXiao taEao bna oXoXtEoq ea xioos ea noXllBoq aoiilo
911 J ,n9Vdwic:‘ »Bno3adi X BlO-oa.'vll nol esnuO'j cnlJnd 9xiJ sJdXqnoo
J 1 XXa aoci. ©oXilo Jaaoidoaiv^ eJl xlsaonilJ Xooxioe eaenXButf eJavinq
. *80X11 qlea ebdan or! na v. Xnobu.ta aJaxmJno ina bXqJ eoaXq OJ nao
baxxgloca ©na Xocuob sXaJ naJn© onv; eJna.'.uJa ^noJanacenq ©g&J.X o
.i^XtXqan ueen.ionq bna eJoot^^s Xla nX saaeaXo 3nXrLnA39 ‘X
bfcMinooiioo ona sevXjuuexa looxioE BEanlend ©JavXnq "^^naM
xlJ'lXo'.vj ©xiJ rnc'il bnawqu ftoXJaonXa Xcoiloa oXXdxxq lo ncXE/iodxs 9x-J
8grade. They realize that their institutions will cease to exist
unless they can render a service that will exceed that supplied
by a corresponding tax-supported school.
Louis A. Rice, Principal of the Packard School, New York City,
summed up the only answer to the problem when he said;^
If the private business school cannot do a better job,
the value of which is commensurate with what it charges,
it cannot expect that it will be patronized by those who
have the alternative of free courses.
^
The private business school as a freedom founded, freedom
loving and freedom serving institution of American Education was
founded in the early part of the nineteenth century. As the need
for business training expanded the curricula of the private busi-
ness school expanded with it. Its curricula aim was then, as it
is now, to prepare students for immediate, gainful employment and
for growth on the job.
According to Mr. Herbert A. Tonne
The private business school was the first institution
devoted to commercial education.
The exact date of the organization of the first private
business school is not known. By 1320 a considerable niamber
of teachers were offering more or less unstandardized pro-
grams of private instruction in bookkeeping and penmanship.
1
Rice, Louis A. "Business Education Changes of a Quarter
Century." Business Education World 20:113 October 1939,
2 Tonne, Herbert A. "Historical Beginnings and Present Status
of Business Education." Business Education Basic Principles and
Trends . Gregg Publishing Company PP. 3-5
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9R. M. Bartlett is-clalmed to have heen one of the first
organizers of a private business school. He is known to have
set up schools in Philadelphia, Pittsburgh, and Cincinnati,
1
In 1853, H, B, Bryant and H, D, Stratton projected the
idea of a chain system of business colleges. Intending to
establish a school in every city with a population of over
10,000, Training was given in bookkeeping, penmanship, busi-
ness arithmetic, and the rudiments of commercial law.
The great opportunity for the private business school
came during the period of reconstruction following the Civil
War, Thousands of young men, mustered out of the armies,
where they had tasted varied experiences, did not care to
go back to the farms (where, incidentally, jobs had declined
because of Increased efficiency developed during the war),
but wanted speedy and efficient preparation for some kind
of employment in the cities. The best opportunities were
to be found in bookkeeping and related clerical occupations.
This desire for rehabilitation resulted in a rapid growth
of private business schools.
The' development of the typewriter favored the entrance
of young women in business, particularly in the stenographic
occupations; but for many years enrollment in private busi-
ness schools consisted largely of men and boys. By the
beginning of the twentieth century, however, the majority
of the trainees were women. This condition continues to
exist
,
The private business school owes its success to Individual
initiative and Independence. They have maintained their position
in the field of business education tlirough their performance.
They have rendered a service which men and v/omen have purchased
and found profitable to them.
1 Tonne, Herbert A. **His tori cal Beginnings and Present Status
of Business Education.” Business Education Basic Principles and
Trends . Gregg Publishing Company PP, 3-5
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According to Margaret Nash;
ViHio can debate the fact that the private business school
has a definite place in the educational system of this country
In 1943 there were over 2,000 private business schools in the
United States,
Since these schools are in existence to make money, in
the same manner that any other business is, it is to their
advantage to do a good job of selling and to maintain a good
reputation for ethical practices.
The reputation of any public service institution travels
far. If it is rendering satisfactory service, the public
knows about it. If it is offering mediocre or poor service,
the public knows that, too.
When it becomes necessary for people to be well trained
in order to obtain a position, it means that they must also
be careful about how they are spending their money. They
will patronize those schools that give them their money's
worth or a little more.^
Mr. John B. Pope, of the Business Education Service of the U. S.
2Office of Education states;
The private business school is a typical American
institution, born of a free people—it is private Industry.
There is certainly nothing un-American in the private busi-
ness school. Likewise, there is nothing evil in its se-
curing a legitimate profit for the service it renders.
The Office of Education has no policy that indicates that
such a belief exists. Its place in our national life is
Insured because of the very nature of a free society.
Private schools are taken for granted in this land of
ours—they are not a recent departure. Private education
had its inception in this country soon after our fore-
fathers reached the Atlantic seaboard. It has always been,
with us
—
personally, I hope it will always remain. It has
1 Nash, Margaret "Responsibilities of the Private Business
School," Journal of Business Education . February 1947 PP. 15-16
^ Pope, John B. "The Private Business School as Seen by U. S,
Office of Education.” Business School Executive
, March 1947
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been founded through private initiative, it is self-
reliant, and it finances itself. It even contributes to
the public purse .1
A private business school is unique in that it can operate
a flexible organization, experimenting with new ideas, provide a
more specialized type of Instruction and place its finished
product in a business office.
The placement office of the private business school must
keep in close contact with t he businessmen in its area. In
guidance one of the most important means of evaluating a school s
program is through a follow-up study. The finished product of
the private business school must meet business and government
standards of employability.
Margaret A. Hickey, Principal of Miss Hickey's Training
School for Secretaries, St. Louis, Missouri delivered a speech
at the state convention of the Missouri Business Schools
Association, entitled, "Private Business Schools in the Postwar
Viforld," on December 28, 1943. A few excerpts are listed here-
with;^
There are great gaps in American education that some-
one must supply. The business school of tomorrow should
be concerned with these gaps. Lacks in fundamental prep-
aration--ln mathematics, English, spelling, reading, and
work habit3--must be supplied. New techniques can be
^ Pope, John B. "The Private Business School as Seen by U. S.
Office of Education." Business School Executive, March. 1947
Hickey, Margaret A. "Private Business Schools in the Post-
war World.” Balance Sheet Volume XXVI, No. 1, September, 1944
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learned hurriedly if the foundation has been built. Vife
must do a better job of preparing our young people for
their Initial jobs in business and industry.
Every educator in the private business school must
meet every opportunity, sometimes make the opportunities,
to bring to the front and into the open the best features
of our contribution. At the same time, we must work to
correct the less desirable features whereever they occur.
In any educational program, progress depends upon search-
ing and merciless criticism.
Just when public business education is catching the
light of more progressive methods, long-known and initiated
by better private schools, it would be retrogressive for
us to advocate discarded educational straightjackets • We
have a long history of originality and initiative. It is
important to preserve our ’’independent mindedness.”
Allan Laflin said:
There can be no more effective public relations pro-
gram than the one carried on between the school and the
employer who has learned about the activities of that
institution
•
The administration by giving his support to a program
of placement and follow-up becomes better acquainted with
the district he serves. If he is aware of the problems in
his district, and the people are aware of his problem, a
feeling of better understanding will result.
1
Mr. A. E. Traxler in his book. Technique of Guidance , said;
The great need at present is for the careful planning
of continuous follow-up studies to be carried on by local
school systems. It is not surprising that during the war
period very little in the way of systematic follow-up of
school leavers has been done. ’With the gradual transitions
1 Laflin, Allan "Placement A Phase of Guidance." Journal of
Business Education , May, 1942 P.12
2
Traxler, Arthur E. "Follow-Up of Students." Techniques of
Guidance
.
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to peace-time employment conditions, however, follow-up
studies are again assuming a potentially important place
in all guidance programs
•
The inauguration of a continuous follow-up service
may seem to place a practice that a program of this kind
is more than worth the additional labor and expense. It
helps the school administration, the counselors, the place-
ment office, and the young people who furnish the replies.
Perhaps more important than any of these, it benefits the
boys and girls still in school, since it helps to bring
about needed improvements in the entire school program.
The continuation of the private business school depends
on the success of its students. The instructors of these
Institutions deal with the individual and help him excel. An
efficient school maintains high standards and is always trying
to Improve. The equipment must be good and the teachers
specialists in their subject matter.
The progressive business school must be flexible enough
to change its curricula to meet the changes taking place in
the business world. Membership in the various service clubs
will promote closer co-operation between the school and busi-
nessmen which will Insure better guidance and placement for the
finishing students.
Mr. John Archibald said:^
The private business schools deserve a great deal of
credit for the fine work they have done, but they should
not be content to rest upon the laurels of their past
Traxler, Arthur E. "Follow-Up of Students." Techniques of
Guidance
, Ch. XVI. New York, London, Harper & Brothers, 1945
o
Archibald, John W. The Private Business School B.B.A. Un-
published Thesis Boston University College of Business Adminis-
tration, 1935
ex
qr-v/cllol ,TQvewOii , enolJ’x^jiioo cr.;6rjvoIqi7ie amlw-ao^aq oct
oojBlq ^rifioioqnil yll^lJxis^oq b ©'is eelbucte
. •'.“-S'Tsc'iq ©onBl)XiJ3 lie n.t
©olv'iee qu-v/ollo'l zuountJnco 3 lo noIctBii/suBnl orlT
LiCilA lo Hijax^O'^iq b Jerii eoiJoBiq a ©OBXq meee ^bjci
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accompllsliments • There is a great opportunity for this
type of school to carry on extensive research in ascer-
taining the requirements of business and in bringing
about desirable changes in course subject matter and
methods of teaching.
The private business school is a real factor in the
field of business education and renders a valuable ser-
vice. It has made many contributions to this field of
learning and has provided thousands of men and women with
vocational training which has not only enabled them to
earn a livelihood, but has been the foundation upon which
many have risen to fame and fortune.
What the future holds for the private business school
is difficult to determine, but it is probably safe to say
that those which study the demands and requirements of
business, adhere to the fundamentals of sound management,
operate their courses on a high standard and keep ever
before them the ideal of service to humanity, will find
a demand for their services and a fair remuneration for
their efforts.
1
This follow-up study will be carried out in order to
ascertain the effectiveness of the present curricula of the E
Private Business School. The results of this study will be
used to change the course content of the curricula, if it is
deemed necessary. This will bring about a meeting of minds
and will help the employer, the student, and the school.
^
Archibald, John The Private Business School B.B.A. Thesis
Boston University College of Business Administration, 1935
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CHAPTER II
A DIGEST OF SOiCE RECENT STUDIES
IN SCHOOL AHD BUSINESS RELATIONSHIPS
Traxler tells us that one of the purposes of a follow-up
study is to gather data for use in evaluating the instructional
and guidance programs of the local school. This is an extremely
Important purpose# The chief criterion of the value of a guidance
program is its influence on the post-school lives of the indi-
viduals who have received the counseling service.
Unless data are available the administration of a school
can have no idea of the worth of the guidance program. It will
be unaware of the mistakes that are being made or of changes
that should be carried out.^
A follow-up study is a form of objective measurement of the
teaching process and an evaluation of the course content. In
order to prepare for the future, the past must be studied.
In making a careful study of these follow-ups, it was
found that the majority of them dealt with high school graduates.
The most recent one in the field of private business schools was
that of M. J. Camera.
1 Traxler, Arthur E. "Purposes and Nature of Follow-Up of
School Leavers." Techniques of Guidance
, Ch. XVI. New York,
London, Harper & Brothers, 1945
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Miss Camera wrote a thesis on A Follow-»Up Study of the Students
of the X Secretarial School . The problem of this study was:^
!• To determine to what extent the training received at
the X Secretarial School had aided the students in
their employment since leaving the school,
2,
To suggest a revised secretarial course of study
based upon the findings of this survey, if it
seemed advisable, to meet the demands of the busi-
ne s sman
•
The subordinate problems which arose in the search for the
answer to the major questions were as follows:
1, V/hat types of occupations are the majority of students
filling at the present time?
2, Prom what source do the students receive their positions
after leaving the school?
3, How much time lapses between leaving the school and
initial employment?
4, What percentage of time is spent in taking dictation,
typewriting, and transcribing?
5, V/hat is the average rate and length of the dictation
period?
6, What percentage of time is spent in bookkeeping, filing,
and office machine work; and what specific duties are
performed in these skills?
7, V/hat duties are performed by others in the office that
could be performed by these students if they had re-
ceived instruction in this line?
The school did not wish its name to appear in the study;
consequently, the Institution was referred to as the X Secretarial
School
.
Camera, M, J. A Follow-Up Study of the Students of the X
Secretarial School . Unpublished Ed. M. Thesis, Boston University
School of Education, 1947
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This study was limited to full-time day school students of
the X Secretarial School who studied shorthand and typewriting
for a period of at least eight weeks. It did not Include any
night school students or any day school students who attended
for a period of less than eight weeks. Since this school was
started only three years ago, it was possible to Include all
the students who fell into this category of the past three years.
Questionnaires were sent out asking a variety of specific
questions relative to the type of knowledge actually required
on the job and the percentage of time engaged therein. Forty-
three questionnaires were sent out and 34 people responded.
(79.1 per cent). A letter of transmittal was sent with the
questionnaire explaining the purpose of the study. A follow-up
was made on the questionnaires sent out. Telephone calls were
made to 26 students. A personal visit was made to 9 former
students^ homes. It was found that the majority of students
were willing to answer questionnaires.
From the findings it was concluded that the X Secretarial
School’s curriculum is adequate to prepare students to meet
business demands. From a total of 34 people, 21 are employed
at the present time, or 16.8 per cent. Out of these 21 people
19, or 55.9 per cent are employed in business. Of the 2, or
5.9 per cent, not employed in business 1 was listed as a sing-
ing teacher and the other as assistant librarian. The 13 not
employed in business consisted of 5 housewives, 3 students,
1 traveling abroad, and 4 not working.
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The majority of students questioned in this survey were
college graduates. It is little wonder, then, that 25.9 per cent
of the positions were obtained through college placement bureaus.
Since only 7.4 per cent of the students were placed through the
X Secretarial School, it is assumed that the placement service
of this school is not particularly active.
It was noted that 14.8 per cent of the employees received
their positions through friends. These friends knew of vacan-
cies or people whom they knew in the respective companies. The
same percentage received their positions by applying to differ-
ent employers and having interviews. Only 11.1 per cent stated
that they had received employment on their ov«m, which was assumed
to mean, without the help of a college placement bureau, friend,
private agency, or the X Secretarial School, although no attempt
was made to prove such a statement. Only 2 people, or 7.4 per
cent, secured the help of an agency in finding employment, while
the same percentage received their positions through newspaper
advertisements
.
The majority of students were employed in secretarial,
executive, or specialized positions. They work about 40 hours
a week and receive $35 a week as pay.
Practically everyone was more than satisfied with his train-
ing at the X Secretarial School, but a few gave some very helpful
suggestions
.
It was suggested that because the majority of people took
dictation at the rate of 100 v#ords a minute or less and almost
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half of the people took dictation for a period of from 10 to
30 minutes, it would he well to prepare the students to take
dictation at 110 words a minute for long duration* They could
take it faster then for a shorter period of time*
It was also recommended that since the X Secretarial School
places less than 10 per cent of its students, it would he well
to set up a placement service* This woula serve as excellent
public relations for the school and provide closer co-operation
with the businessman* Also it was recommended that a short
course in office technique he added to the curriculum, and that
at least a short course in alphabetic filing he included. One-
fifth of the people operated office machines* Since calculators
and duplicators predominated, it would he wise to offer instruc-
tion on at least one calculator and one duplicator. It was
thought wise to have a follow-up of the students every three
years to ascertain whether or not the school is still meeting
the needs of its students as well as it has in the past.
Another interesting study of the graduates of a private
business school was made by Mr. Douglas Chandler in 1940. The
subject was A Follow-Up Study of the Business Administration
Graduates of Plank College .^ Mr. Chandler attempted to discover
the answer to the following question; Is the training program
T Chandler, D. A. A Follow-Up Study of the Business Adminis-
tration Graduates of Blank College . Ed. M. Thesis, Boston
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of the Business Administration Department of Blank
College an adequate means of preparation for the
initial positions which the graduates secure? ^
This thesis was based upon an actual follow-up study of the
graduates of the Business Administration Department of a private
business school located in Boston, Massachusetts. The school
did not wish its name to appear in the study so the Blank College
was^ substituted throughout the entire study.
Mr. Chandler selected two groups of graduates: Group I
consisted of the classes of 1929, 1930, and 1931; Group II
comprised the classes of 1937, 1938, 1939. A contrast was
made using the two groups to find the differences in the kind
of location and size of the firms employing graduates of the
Blank College. He wanted to find the answers to the follow-
ing questions: Did the graduates of ten years ago receive the
same type of initial positions and beginning salary as the
graduates of today? ViThat has been the experience of the grad-
uates concerning the necessity for additional training?
A trial questionnaire was mailed to two graduates from each
class. Nine out of 12 were returned. Then a revised question-
naire and a letter of transmittal were mailed to all graduates
in both groups. Out of 383 graduates there were 353 questionnaires
^ Chandler, D. A. A Follow-Up Study of the Business Adminis -
tration Graduates of Blank College . Ed. M. Thesis, Boston
University School of Education, 1940
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sent, and 182 replies were received. Seventeen personal inter-
views were given to check the validity of replies. An additional
questionnaire was sent as a follow-up to those who didn’t answer
and return the original one.
He concluded from his results that the types of "businesses
offering initial employment were manufacturing, financial, con-
struction, building firms and public utility. These groups em-
ployed 64.48 per cent of Group I and 48.11 per cent of Group II.
The majority of firms offering initial employment were
in Massachusetts. Foodstuffs, automotive, retail stores, fuel,
ice, grain and miscellaneous employed 30.26 per cent of Group I
and 48.12 per cent of Group II. The majority of firms offering
initial employment were large organizations of $500,000 capital
or over. In Group II there were more men working for small
companies. The major initial employment was clerical work.
There was a gradual reduction in beginning salary scale. There
was an increase in present salaries. The reasons for leaving
Initial jobs were for more responsibility, better chance of
advancement, better working conditions, and Increase of salary.
Other reasons were because the firm went out of business or the
job was discontinued. Correspondence, accounting, typing,
English, and salesmanship were considered important in training
r.-
for clerical positions, v/hile economics, business law, corpora-
tion finance, and marketing were considered most valuable for
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general business understanding. It was found that many of Group I
took courses In order to progress on the job; v/hlle many of Group
II took courses for degree credit. The preparation for initial
jobs was adequate. Clerical occupations were important as a
source of initial contact job.
Mr. Chandler suggested that there should be a study of
potential work opportunities in Boston for future graduates.
The curriculum should be examined for presence or absence of
adequate means of building necessary personality traits. It
should be determined whether or not the training program of the
business administration department of Blank College is an adequate
means of preparation for promotional opportunities which arise.
It should be ascertained which courses in the curriculum are of
no practical value. There should be additional training on the
graduate level if it would help the graduate on the job.
One of the earliest follow-up studies was that of Katherine
Teresa Coan.
Miss Coan wrote a thesis entitled A Four-Year Follow-Up
Study of the Commercial Girl Graduates of June. 1927. of the
Baltimore Senior High Schools .^ The problem of this study was:
1. To measure the effectiveness of the present commercial
Coan, K. T. A Four-Year Follow-Up Study of the Commercial
Girl Graduates of June, 1927, of the Baltimore Senior High Schools.
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training program in the Baltimore Senior Schools.
2. To secure the standard of measurement through a study
of concrete results and reactions obtained from re-
sponses to a questionnaire indicating the usefulness
or non-usefulness of the subjects included in the
present high school curriculum.
3. To use this standard of measurement in a scrutiny of
the preparation of a particular and specific group
of graduate entrants into the business and vocational
world.
4. To use the results of the various section studies as
a basis for suggestions as to changes of enlargements
which may be necessary to provide the training needed
to equip high school commercial graduates to meet ef-
ficiently the present day requirements of the business
world.
The writer evaluated the Baltimore Commercial Curricula,
using the Class of 1927, Baltimore Senior High Schools, and
determined the kind and character of the changes which the study
showed to be needed in the present training program.
Three hundred graduates were approached. One hundred and
thirty-one responded, which Included Easter, Western, and Forest
Park High Schools. Data was accumulated through a study of the
actual experiences of tMs group, in a four-year follow-up study
of the commercial graduates of the Class of 1927, Baltimore Senior
High Schools. This material was organized as a fact-basis for
such changes and improvements as a comparative study may seem to
indicate
.
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^ Miss Coan wished to find the percentage of girls in the
group engaged in occupations in which their high school majors
or minors were of fundamental, little or no value. The writer
wanted to ascertain whether or not it was necessary to pursue
additional training beyond high school in order to fill their
first job satisfactorily. Did the high school in any way fall
to equip the student for present or former positions? What kind
of positions were being filled by graduates? Vihat types of work
were performed on the different jobs? How much time was being
spent on each job, what was the principal kind of work performed
<
on each job, and which jobs were in the nature of promotion?
The writer also wished to ascertain the relative vocational
value of the different subjects in the various commercial courses.
Had the graduates supplemented their high school training by
further education?
It was found that the program in the high schools regarding
commercial education was effectual but there wbs room for improve-
ment. There was a need for revision, addition, and enrichment
of the program as it existed. On the whole, it indicated fairly
successful training for the job. There was a need for better
adapting the school activities to life situations and social re-
quirements. The upper years of high school should be enriched
with a type of training which would prepare for life. There
should be a better social understanding of the actual problems
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and responsibilities of business.
It was suggested by the writer that a reorganization of the
business curricula be made in order to give more adequate business
training. There should be a testing program to enable only those
with high I. Q. range to take the stenographic course. There
should be concentration on vocational training. A universal type-
writing course should be introduced. Business students should
be trained in office machines. There should be a supplementary
course to fit beginning office workers. A general business
course should be offered providing practical business activities.
There should be training in responsibility. A course in Business
English should be arranged. There should be a broadening of
regular courses. Stenography should be given in the 11th grade.
Graduates should be encouraged to do additional work so that they
can advance in their positions. There should be a closer inspection
of courses taken by commercial students, in order to see that such
courses Include material better meeting conditions required for
higher education.
Murdock in 1942 made A Follow-Up Study of Two Groups of
Graduates of Milton High School to determine whether or not the
curriculum was meeting the needs of its graduates. There were
several specific proglems: lAfhat becomes of the graduates?
1 Murdock, M. R. A Follo^Up Study of Two Groups of Graduates
of Milton High School" Ed. M. Thesis, Boston University School
of Educa t ion7 19^
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Do they attend other educational institutions? If so, do they
feel that they have "been well prepared? Do the majority of the
graduates go immediately to work? If so, what kind of work do
they do? Have they been well prepared for entrance to their
jobs? Y/here are the graduates located? Do the majority attend
schools or find positions in or near Milton and Boston, or do
they have to go far from home? Are the graduates of the last
two years attending similar schools or finding similar initial
employment to those of nine and ten years ago?
Two groups were chosen* The depression year group consisted
of the Classes of 1931 and 1932; this was Group I* Group II
consisted of the Classes of 1939 and 1940* These two groups were
chosen and a comparison was made* Group I was well established
in the business world* On the other hand Group II was just get-
ting started*
The questionnaire technique was used along with personal
and telephone Interviews. A preliminary questionnaire was pre-
pared and sent to 12 persons, 3 members of each of the 4 classes.
These people were well known to the writer, and the response was
expected to be good. They were asked to comment upon the question-
naire. Ten of the questionnaires were returned. The revised
questionnaire and a letter approved and signed by the Superin-
tendent of Schools were mailed, accompanied by a stamped return
envelope, to 637 graduates. Tv/enty-seven per cent of the
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questionnaires were returned. Three weeks later a penny postal
card was sent to those not having a telephone or living a great
distance away. Others were called or visited personally. The
return v/as then increased to 41 per cent.
It was found that the majority of Milton High School gradu-
ates felt it necessary to have additional training after leaving
high school. The greatest number of graduates selected New England
schools, Boston having the highest number. More specialized
schools were attended by Group II, including the business schools
and colleges attended by Group I.
Insurance, manufacturing, educational Institutions, and re-
tail stores employed the majority of the graduates. In both
groups many of the graduates obtained positions in the same busi-
ness .
Girls, rather than boys, were employed from both groups in
the insurance offices. A large number of boys and girls were
employed in machinery manufacturing concerns because of the
defense program. No one from Group I entered the trades. However,
three from Group II entered this type of work. There were a
greater number from Group II who entered retail selling occupations
than from Group I. The same number of boys and girls entered
the selling field. The majority of the graduates who selected
the professions, chose education.
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The graduates of Milton High School obtained their positions
in the New England area, in and around Boston* Many of Group I
and II were still employed in their original positions*
The graduates who answered the questionnaire were glad to
offer suggestions*
t
The request for an occupation course indicated that the
students would appreciate such a course closer to graduation
in either the 11th or 12th grade* This course would add to that
given in the junior high school*
A course in vocational guidance should be possible which
would include unite on Interview technique, psychology of busi-
ness, and occupation in the senior high school should be investi-
gated* The senior stenography students should be permitted to
take the course in office practice* The course in commercial
English should be revised to give more drill in letter writing
and the fundamentals of expression* A study should be made to
see if a course in selling for boys and girls should be offered*
A mathematics course should be added for those Interested in
entering the trades* The mathematics needs of the business
students on the job should be ascertained and a revised course
presented if necessary* A survey should be made of the different
trades to see what manual training would help prepare these
students and to see if an automotive course would be practical
in Milton High School*
es
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Graduates of the department of business and secretarial
training of Stephens College, Missouri, during the last five
years who are now in secretarial work participated in a follow-
up conducted by the business department. The graduates gave
Information on:^
1. ^Vhat type of responsibilities are Involved in the work
which the graduates are doing?
2. To what extent has the training received in college
prepared them for these responsibilities?
3. What are the most serious problems encountered in
adjusting to the responsibilities and in performing
the duties of the job successfully?
The findings were used in connection with advising procedures
of the college. Since many of the practical problems "from the
field" had to do with personality traits, attitudes, general
background, and relationships, with people, the survey provided
an effective leverage for the adviser. He encouraged the
"secretarial major" to supplement her specialized training with
non-technical courses such as psychology, speech, social problems,
general humanities, and literature. It was clear from the reports
of the survey that the graduates had found their general training
as essential to success in their jobs as their specialized skills
in typing or the operation of office machines.
^
'Stephens College Makes School Use of Follow-Up." Journal of
Business Education
,
May, 1945. P. 35.
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The follow-up has paid dlvidents In acquainting the staff
and the students with some of the practical problems which the
newly employed graduate faces and in focusing attention on such
problems during the training period.
John Mitchell made a follow-up study of the 1936 graduates
of Newton High School, Newton, New Jersey, for the purpose cf
finding out to what extent commercial education is vocational
1in the town of Newton and environs.
Newton has a population of 5000 and is 62 miles from New
York City. The largest industrial plant manufactures rayon
goods and employs several hundred workers. There are numerous
small plants. About 60 per cent of the 650 high school students
live outside of Newton.
A personal Interview was arranged with the majority of
students at their offices. Some of the other students mailed
their replies in. Fifty-eight per cent have been or are employed
at office work for which they were formally trained. Twenty-five
per cent of the graduates used considerable bookkeeping. Every
office worker used typing to some extent. Five per cent of the
v/hole class is unemployed. None have attended business schools.
Thirty-seven and two tenths per cent of the college preparatory
group have entered college. Eighteen per cent of the general
group attended college.
^ Mitchell, John. "A Follow-Up Study of the 1936 Graduates."
Journal of Business Education
,
December, 1937. PP. 17-18.
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R, N. Cansler published a report on ”What About Our Com-
mercial Graduates?”^ He tells us that there is a need to
ascertain what graduates of commercial departments have accom-
plished with the training that they have secured* Are they
using the training which they secured? Are they getting Jobs?
A survey of this nature was made of Haverstraw High School,
Haverstraw, New York, of the Class of 1937* They wanted to
find out if the commercial graduates were getting employment and
what type. Also what happens to the general curriculum graduates?
Do the college preparatory curriculum and general curriculum
graduates secure work? If so, what line of work do they follow?
Do the graduates continue their education in higher institutions
of learning? If so, what type of school do they attend?
Ninety-five graduates were personally contacted. It was
found that a large per cent found Jobs or continued their studies
in institutions of higher learning. The graduates from the com-
mercial curriculum shov/ed the greatest percentage of employment.
Miss Mary J. Reagan wrote an article entitled, "An Effective
Placement And Follow-Up Department."^ stated that you
often hear complaints about the high school not giving proper train-
ing to their students to adequately prepare the students when
leaving.
Cansler, R. N. "What About Our Commercial Graduates?"
Journal of Business Education
. XIV, January, 1939. PP. 9-10.
^ Reagan, M. J. "An Effective Placement And Follow-Up Depart-
ment." Balance Sheet
. May, 1947. XXVIII, No. 9,
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A revision was made of the Commercial curriculum at the North
Union High School, Unlontown, Pennsylvania, so that graduates
would be better prepared to compete in the business world. Ad-
ditional courses were added to teach business fundamentals.
A file card was made for each student. This system was
initiated three years ago. Competencies aa well as personal
traits were listed.
The school needed a placement bureau. A commercial informa-
tion questionnaire was sent to all graduates of the past four
years
.
The following questions were asked; Name of student, address,
phone, present employer, whether or not he liked his position,
salary expected and type of position interested in. Students
made personal visits and their response was enthusiastic.
It was also discovered that some of the graduates working
in offices were doing inferior work. These same people would
probably make outstanding sales people. This information was
tabulated on manlla folders and checked with the file cards.
The graduate file was divided into four sections:
1. Unemployed.
2. Employed but not satisfied.
3. Employed and satisfied.
4. Those attending colleges, nurses training or trade
schools
.
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Employers were contacted to find out if the graduates met
their standards. Businessmen were asked to rate the following
characteristics either high, medium, or low; efficiency, courtesy,
dependability. Initiative, appearance, honesty, cooperation,
personality, and loyalty. They were asked to name deficiencies.
One hundred and fifty-five questionnaires were sent, and
112 were received from employers. The results were divided
into two sections.
Those engaged in sales work were rated high in loyalty,
honesty, dependability, and courtesy. The office group were
found to be more courteous, dependable, and loyal. They are
trying to find ways to overcome difficulties that graduates
have in positions. Employees should be more Interested in
their work.
There should be a closer co-operation between business and
school in order that we will be able to send to business offices
graduates with excellent personal and efficient work habits.
A good public relations program would be established through
a strong placement and follow-up service. This service would
bridge the gap that exists between educators and employers.
Mr. R. V. Perry wrote an article on cumulative follow-up
studies of 1,100 Allen High School Graduates. It is entitled,
"After Graduation What?"^
^ Perry, R. V. "After Graduation What?" Balance Sheet,
May, 1937, PP. 400-403.
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An eighty per cent return was received on the questionnaires.
The questionnaire sought specifically to find;
1. The length of time graduates lose through unemployment
before initial placement.
2. The type of work these inexperienced graduates do on
their first jobs.
3. Whether or not the skills necessary for their first
positions are learned in school or on the job.
4. If the degree of skill obtained in school is commensu-
rate with the needs of their first jobs.
5. Whether or not the present course prepares graduates
adequately for the positions to which they are called
as measured by their stability.
6. The percentage of graduates engaged in occupations for
which Allen training is of little or no value.
7. The stability of the graduates of Allen High School as
measured by tenure.
8. The ability of the graduates of Allen High School as
measured by promotion.
9. What percentage of the graduates of Allen High School
take extension courses after leaving high school for
reeducatlonal purposes.
10.
Whether or not in the light of their experiences, these
young workers consider that there is a need for changing
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It was found that:
!• Graduates of the four-year commercial high school course
of the Allen High School are placed sooner and more success-
fully than the academic graduates who take a post-graduate
course in order to get the skills. Usually a month is
lost before they are employed,
2, Placement information reveals the types of work done
on the first job. Stenography, typing, bookkeeping,
retail selling and filing,
3, The skills which are needed but not acquired in high
school are as follows; Bookkeeping machine operation,
telephone switchboard practice, accounting or finance,
business etiquette, personality training, and credit work,
4, The degree of skill is commensurate with that required
on the Job.
5, It is adequate to promote stability.
6, Less than one per cent of returns showed that graduates
were engaged in occupations for which Allen training was
of little or no value.
7, The stability of Allen graduates as determined by tenure
is more than encouraging.
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W 8. It v/as concluded that employers are satisfied with the
personalities and intelligence of these graduates hut
nothing was mentioned about promotions.
9. There is very little extension work done other than in
cultural subjects of a semi-social nature.
10.
Suggestions were as follows;
1. More timed transcription.
2. Build vocabularies for students.
3. Compose letters at the typewriter.
4. Establish classes in personality development.
5. Offer college preparatory courses so that graduates
may enter Tulane University or other colleges.
Private business schools through their close co-operation
with the businessmen of a community have employed actual busi-
ness requirements in their course content. However, their contact
with all businessmen is Impossible. A follow-up or community
survey v/ill help them know exactly what is being used on the job.
The findings of these surveys should be used to adapt the
business curriculum to the needs of the community. A curriculum
should be designed to meet these needs.
Mrs. G. A. Carlson conducted such a survey in 1946. Research
was conducted on the reactions of selected businessmen relative
to the employability of high school business course graduates.
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The reactions which a selected group of businessmen possessed
relative to the employability of high school business course
1
graduates were discovered.
This study was limited to business graduates in stenographic
and clerical positions throughout the United States. Personal
interviews were held with twenty representative employers to
ascertain business requirements in the local Boston and Worcester
area. First-hand information was obtained from observing the
work carried on in the stenographic and filing departments, the
Office Manager *s office, and in a few instances, in the account-
ing and transcribing departments. A questionnaire-letter was
sent to forty-three representative business firms in various
sections of the United States. An attempt was made to reach
both large and small representative firms throughout the United
States, from Massachusetts to California, and from Michigan to
Alabama. The number of office employees ranged from two employees
in the smallest office to fourteen thousand in the largest companies.
Those Included may be classified as follows: Manufacturing;
Wholesale and Retail Trade; Finance, Insurance, and Real Estate;
Transportation, Communication, and other Public Utilities; and
Services
.
^ Carlson, G. A. Reactions of Selected (60) Businessmen Relative
to the Employability of High School Business Course Graduates.
Unpublished Ed.M. Thesis. Boston University School of Education,
1946.
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It was concluded that "businessmen in general are willing
and eager to cooperate with the high schools in the "business
training of the students* There wbs complete agreement among
businessmen as to the necessity for the school to develop well-
integrated personalities as well as job competencies in their
studies. Business manners or deportment are listed in the order
of their importance, as summarized from replies given "by these
businessmen.
1. Sense of responsibility.
2. Courtesy.
3. Office Manners.
4. Attitude toward work.
5. Less confidence in their own importance.
6. A greater desire to work and earn advancement,
A better system of selection must be devised in the high
school business course to prevent the generally admitted 25
per cent mortality in shorthand alone. There was general
unanimous agreement that schools are successfully developing
speed proficiency in business subjects, but accuracy and neat-
ness should be prime objectives. The teacher *3 personality and
competency are all important in developing proper business atti-
tudes; therefore, teachers should seek to establish business
standards in their teaching insofar as possible.
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Also It was suggested that there he a more careful selection
of students for the business course. The progressive teacher
should plan work in terms of units of pupil growth, Instead of
in subjects and ground to be covered. Integrate and unify
business courses into office experience, and delay until the
last two years specialized vocational training. There should be
in-service training for teachers to keep in touch with constantly
changing requirements of business. There should be a closer co-
operation with business. Modify the business curriculum to meet
local business requirements. There should be more thorough
guidance and follow-up for the business course student. There
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CHAPTER III
^ PROCEDURES USED IN GATHERING DATA
The E Private Business School is one of the oldest schools
of its type in the United States, In order to understand the
procedure used in gathering data for this follow-up study, a
little Information pertaining to the school should be given.
This school usually has about 85 per cent women and 15 per cent
men students, Eti5>hasis is placed on the various skill subjects
such as, shorthand, typewriting, machine operation. In all cur-
ricula, students are given a thorough knowledge of the basic
principles of English grammar, business arithmetic, business law,
spelling, word study, filing, business correspondence, and type-
wri ting.
All students in the secretarial curriculum are required to
take a course in bookkeeping.
The stenographic curriculum requires no bookkeeping.
The accounting curriculum consists of all phases of account-
ing up through income taxes and cost.
Women students are encouraged to take the secretarial curri-
culum so that they will be prepared to work in an office of any
size and will be able to handle all duties required. Some men
^
major in the secretarial curriculum and liave obtained excellent
positions upon graduation.
Some of the women students who are not adept at figures pur-
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sue the stenographic curriculum. The men generally major in the
accounting program.
Students are admitted to this school once a year. It has
been found that better results can be obtained by having all stu-
dents start classes on the same date.
This school maintains hi^ standards and requires a minimum
speed of 120 words a minute in shorthand for a two weeks period
with five or fewer errors. Fifty words per minute is required
on a 15-mlnute typewriting test with not more than five errors.
These requirements are a must before a diploma can be granted.
Because of the excellent instruction given, several students have
built up a speed of 160 words a minute in shorthand and 90 words
a minute in typewriting.
Many students acquire a high degree of proficiency in 10
months and request to be placed. Hundreds of former students
have passed civil service exams with hi^ ratings. They are as-
signed work in Boston or Washington.
It was necessary to examine three thousand personal record
cards. These cards consisted of day and night school students
for the past ten years. The day school cards were separated from
the night school cards. It was found that 1,000 of these cards
were day school students and 900 attended day school for a period
of ten months or more. Eighty-five per cent of these fomer stu-
dents are girls who took either the secretarial or stenographic
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.bsJ’OB'ijj od xiBo Bjr.olqlb b ©nolod rfewn x; 0‘ia 2dn&ia3*xiLrpo*i aEo/iT
ovaii Rctner.o'ig Xit'rovaa ^novlj noXdoiL^;^ extX daoXXeox© lo asiijsoag
Eb'xow OC fcnfi bnarldnorri’. nX ©dnrrXnx a eticir OeX Ho fiaaqe a qx; XXixjcf
• Snidl'TwacpcJ’ nl o^iinlw b
CX nl Tjt>fioIo llonq lo xl^lxi b ©'ilxjpos aJnabijdE ’^naH
sXfi©ox/d 2 ‘XOfmo 1 1o 8b6'i£>n.tjli .baoBXq ao rd daojupo'x bxiB axfdnoxn
-aj3 ana
-^©fiT . f-dcn anlvnae XXvlo bscEpq av/srf
.nod3nli-ra-7 'lo nodeoS nl iI*iow hensle
b'loot^'L Xanoaieq bnflaxroxid eaTrid* enlcrmxe od ’^XBrsssoen ebv. dl
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oixiqa'T^ronod a no Xalnadenoae arid nai dlo alood Oa.w elnis ana EdnoL
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curricula. The other 15 per cent consisted of men students.
Approximately 4 per cent took the secretarial and 11 per
cent pursued the accounting curriculum. From these 900 cards,
200 were selected at random. Twenty were selected from each
year for the past ten years. One hundred and fifty-five girls
and 45 men were chosen as a basis for this follow-up study.
The information from this follow-up study was obtained in
the following manner:
1. A master list was made from the records of former
students. It consisted of the former student *s name,
address, and telephone number.
2. A letter (see page 43) and questionnaire (see pages
44-45-46) were sent to 200 full time day students
who attended the E Private Business School for
10 months or more. These students were selected at
random from the last ten years. They consisted of
155 girls and 45 boys.
3. A telephone call was made to two former students who
didn’t return the questionnaire within two weeks.
4. A personal visit was made to two former students in
order to see the reaction from a personal visit.
5. Two weeks later a second letter of transmittal and
questionnaire were sent out. See page 47,
Letters of transmittal explaining the purpose of the survey
and questionnaires were mimeographed and a copy was presented to
the professor in charge of the seminar class at Boston Univer-
sity School of Education, On the basis of his suggestions a re-
vised questionnaire was prepared.
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I am working for my master of education degree at Boston
University. I have selected for my master* s thesis a follow-up
study of two hundred former students of the E Business School.
You have been selected and your co-operation will be neces-
sary to con^lete this survey successfully.
I shall be very pleased if you will answer the enclosed
questionnaire and return it within a day or two. If you have
trouble in answering these questions just give an estimate and
if additional room is necessary use the back of the paper. In
the event that you are married or going to college and no longer
working, will you give me the information relative to your last
position.
With your help, I will be able to evaluate the subject mat-
ter given at this institution and suggest any necessary changes
in course content. This survey will help the present and future
students of this school in meeting the demands of business and
government employment.
No names will be required in this study so feel free to com-
ment. A stan^jed, self-addressed envelope is enclosed for your
convenience*
Thank you.






(3) Stamped, self-addressed envelope
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QUESTIONNAIRE
1. Throu^ what source did you receive your initial position
after attending the E Business School? Exanple: (1) The
E Business School’s Placement Office. (2) A friend and so
forth.
(Specify)
2. A. What is your present occupation? (Check)
Secretary , Clerk , Bookkeeper , Machine Operator
Stenographer
,





B. If other than the above then specify
3.
List all positions held since leaving the E Business School.
Employer’s Dates of Occupa- Hours Specific Reason
Name and Employment tlon per Duties for
City Week Pay Leaving
Jit additional space is required, please use the back of
this sheet).
4,
In regard to your present position
,
please answer the ques-
tions that follow.^ Estimate the percentage of time spent on
various jobs. 0^ to 100^ of each day .
A. How much time is spent each day in doing bookkeeping
work?
B. Do you actually make monthly financial statements (Profit
and Loss Statement and Balance Sheet?)
C. Do you believe that the bookkeeping you learned at the
E Business School is practical or too theoretical?
(I) : .Iqi'isx.'i' ?Iocxlo8 aaonlcuH 3 orlJ "i3ctlJ3
OB bnsi btseli'i A (S) .^oIllO :^n3;aoofiIi e 'Xoorioc’ aconlcua 3
(
’{1 1 o ^q2 )









^nobiilo t enori jb briB bel't'iBid « it»riqB^^oiTBl 8
. ‘tOJi.BilBM ool't'iO
'^loBqc no.icf -avocfB e;ll ncril 'lerllo ,






‘jonle rX&^I Bnolllaoq rX/J JeU
-^c^ooO lo aaiBG e 'iB'^oXqciI
nvll iJaoRf^oXqrll tmr sxaflW
^0
i
lo vIobJ oxfd or!IS •:*’BoJtq
,
't'jB i li/porr r.i^ aosqe TbxxoI 1 L'jLb
.(lo'rls alill
-oojjp oftt lowiinB eao'iXq . nn^lleog tfloeoig ii/cr ol hiB3Ji nl
lio :^*^^q£ onlc? lo cxll ^.“^oXXol sixoll
. \:ab rioBe lo \C<:X ql ••0 *Tdot etroi'iBV
niilqoo^Wood 3J-I0L rl v;Rb aoBO :».;vjqs. TTl omiJ riot-rr woH . •
V>'low
dlTo'PlT' r^TonliHir^^IHlHoH oAbk ''c/Taui'5b uo ^ oC
(?i-eofI8 b.oiibXbG ^rw InomelBq? usoJ bna
^ B ‘ ov gitlqoa>(Xcocf ©dl laril evslXocf oC .0







D* Should any additional material be added or subtracted
from the bookkeeping or accounting course that you took
while at the E Business School?
(Specify)
E* Do you feel tiiat tiie use of actual business papers in
connection with practice sets would help you on the job?
P. If you are keeping a set of books by single entry, did
you have any trouble in adapting yourself to this system?
G. Is It^eces^ary for you to peri^orm any bookkeeping or ac-












!)o you close the books or does an accountant come in to
do this? r——IHow much time is spent each day in doing shorthand?
( 0^-100^)
Average rate of dictator’s speed in your office? (Check
the nearest)
^80 w.p.m. ^100 w*p,in* ^120 w.p.m* 140 w.p.in*
160 w.p.m.
Average length of dictation time? (Pill in) minutes
»
What speed in transcription is required on the job?
w.p .m.
Do you take conference or meeting reports in shorthand?
(Specify)
In what way has the court reporting and legal work been
helpful? (Specify)
How much time is spent each day in typewriting?
( 0^-»100^
)
How much time is spent in each of the following activi-
ties?
Composing own letters
Letters dictated to typewriter
Cutting stencils__^
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Q. What speed in typewriting do you feel is necessary on.^
the job? w.p.m,
R. Is there an Electrcaaatic Typewriter used in your office?
S. Do you "feel that sufficient time is spent in statistical
typing at the E Business School?
5* What percentage of time is spent on office machine work each
day ? (0^-100^
)
A. How much time on each of the following machines!
(0^-100^)
1, Comptometer 2* Ediphone
3. Pic taphone 4, Sundstrand Calculator




6* In what way could specific training in telephone technique
help you? (Specify)
7. Could you suggest improvements for the Business English
Course?
8. How much time is spent each day in filing?^^ (0^-100^)
A* Check the type used in your present position*
1. Alphabetic 2* Geographic 3. Numeric 4. Subject
5* Soundex 6* Other type
9* What additional subject matter could this school give which
would be helpful on the job? Please be frank I
(Specify)
10* Are there any higher positions that you could be holding if
you had some additional training to advance in your present
po sition? (Specify)
11* Have you any additional ccamnent on the E Business School?
12, Did you attend any other school since leaving the E Business
School ? ( Specify
)
13* Would you be interested in participating in an active alumni
club of the E Business School?
Di-
0::o -j-Ub-easoox: kI Isal uox ob ^nJtctl'iwoq^^ nl bsoqs :tarnv
."
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Have you ever needed help desperately? I need your as-
sistance and know you won*t let me down. Thirty-three per cent
of my questionnaires were filled out and returned. A seventy
per cent return is necessary in order to make my study valid#
I need your cooperation in order to complete this study success-
fully and receive my master of education degree.
It will take only three minutes of your day to fill out this
questionnaire and will help me a great deal. A stamped, self-ad-
dressed envelope is enclosed for your convenience.
If you think the item on pay is too personal, then omit it;
but please give me a complete answer on the other items. I need
this information by March 9.
No names will be used in this study. If you have already
answered my request, then disregard this urgent appeal. Thank
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On February 20, 1948 a letter of transmittal, (see page
43) the revised questionnaire (see pages 44-45-46) and a stamped,
self-addressed envelope were mailed to two hundred former stu-
dents.
These former students of the E Private Business School were
asked to fill out the questionnaire and return it in a day or
two. No signature was required on the questionnaire. It was
thought that the former students would be frank if no signature
was required.
Two former students who did not return the questionnaire
within 2 weeks were contacted by telephone. A visit to 2 former
students* homes was arranged at that time.
It was thought that a more valid reply would be received by
sending out a new letter of transmittal with the same question-
naire.
On March 5, 1948, a second letter of transmittal (page 47)
and the same questionnaire were mailed to the former students.
Each former student was asked through what source they ob-
tained their initial position. In this way it was possible to




It was Interesting to note the present occupations held by
former students. A number of students were married or attending
college and not working in business offices. One man was a
oS-aq 9-^8) 'to b 6^Q1 ,C2 ''^’i^sirxcfo'? nO
,bcjqjTCB(ta B Jdhb as^aq ©qb) ©olBnaoid- aoijp bsei/ai srict (S^
-u^a 'leuno'i bo'ifcnr/rf owd” belX^xn sTSTr oqoXevrio bo&aQ'ibbjet-^lIoa
. Bo neb
d'lew Iocrio2 caenleufl eJavX'iq a lo aiaebif^hi assxIT
io \iab i? nX mu^ai bna s'llaruQolice/xp acfct ;Jx;o XXll <xf b 02{aa
Raw . o'riafinoiJ’eex/p erii no bonl ipeT saw einJ^angiB oW .ow^f
©TX^ansia on IX lirra'il ©d bl/^ow cXnebudc leKno't dflrid- Xfisiirodd
.bo^iXjypo'X aaw
©lijannc/XJ p.Q^ip odd n'ti*d©"r den bib oriw cdnebi/da loxxio'l oy/?
'lonriox 2 od diaiv A , ocoriqeXod \;d L-odoadnoo ©‘lewr edaow 2 nXxij t.v
.ociXd dadd da bosna'i't© eavr eaaoxi ’adnobuda
\id bo vi BOOT od bXx;oTr '^Xqst blXav O'ioxe h darld Jdgjjoiid aaw dl
-noidaoxxp ojnaa ojL xldlvr Xadv tiiana'id “lo neddoX won b dx/o ^ibnoe
, on Ian
/
(VI- Oei«q) iBddiiasnond *lo noddoX baooje a ,8^GI ,6 rfonaM xrO
. ;dnebijdD lounol odd od boXlaci on^w o iXfinnoidaei/p oxobb arid bxia
-do Y^xid oonxiOB dBalw ilsjjo'tnd bo^iaa eavr dnabade namnoTL dead
od oXutaaoq bbty dX yj8y^ aind nl .ncXdliioq Xsldlxil nXodd benlad
a'looi'ioS aaer.XGJjg oda/X*xi £ oiid Ic EaanovXctooTIo ©xld niadnooBB
I
.ootllO inomsoaXd
Tjd blod BflcXdaqjjooo dnooo'xq oxid odon cd r^jnldsonodnX eaw dl
^iiibiiodds no bslnnan on^w ednobijde lo nodm-i^ix A .sdiiobi/de nonmol
. .ooil'c zt&nle‘jJ nX anXM’noYx don b.ia os,oXXooa 2aw naitt enO
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dairy clerk.
In order to obtain the names and locations of employers
of
former students of the E Private Business School, a series
of
questions were asked. The students were required to list all
positions held since leaving the E Private Business School.
Specific questions relative to occupations held, hours and pay
each week, specific duties and reasons for leaving were asked.
This data will help evaluate the curricula on a practical basis
and changes can be made where necessary.
All secretarial and accounting students are required to take
two or more hours of bookkeeping suid accounting each day. The
length of time spent depends on their major. The former students
were asked how much time each day was devoted to bookkeeping.
They were asked if they actually made out financial statements.
These questions were asked so that more or less time could be
spent on this phase of the work. Students were asked for sugges-
tions relative to course content. The former students were asked
if they had any trouble adapting themselves to a single entry set
of books. The single entry setup is discussed and several prob-
lems worked using this type of book. Additional instruction
could be given in this phase of bookkeeping work if it were
needed. Students were asked if they closed their own books or if
somebody else csime in and did this. This question was asked so
it could be ascertained whether more emphasis is necessary on this
lo Eie-^olq^is 'to zaoliBool biiA BJrnBn o*J 'laJbno nl
lo ael'ioe A ^XocilcS seenlajiU oi^vl'iH. 2 e>r^ to e^nebiric
IXi3 .tall oX ba'iXt/pe'i otaw ajaabsrJe orfT .bojfafl arrow enoXJsajjp
.XooiloS BEenXaja e»/Bvi'X*i a ariit aotvaoX eonXa bXerl anoi^iaoq
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phase of the curricula.
Since the secretarial students spend most of their time in
learning shorthand and typewriting, several questions were asked
in this area. The students were asked the average dictator’s
speed in their office. These students were required to take
dictation at 120 words per minute for a two weeks* period with
five or fewer errors before they received their diplomas. Sev-
eral students exceeded this score, getting up to 140 to 170
words per minute. If on the job over 120 words per minute are
necessary then the school can raise its standards in this course*
The students must be able to transcribe at the rate of 40 words
per minute on the typewriter from their shorthand notes. They
were asked what speed is required in transcription on the job.
The answer to this question will help to evaluate the standards
required at the E Private Business School, In order to determine
the Importance of training students in court reporting and legal
work the following question was asked;
In what way has the court reporting
and legal work been helpful?
Students at this school go to actual court meetings and get real
practical experience in taking down testimony*
To determine how much time is devoted to typewriting each
day and allied material, several questions were asked. The stu-
dents were asked to list the percentage of each day spent in
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typewriting, filling in forms, statistical typing, cutting sten-
^ cils, composing their own letters and other activities. The
element of speed was brought up, also if an Electromatlc Type-
writer is used in their office. The former students were asked
if sufficient time is spent on statistical typewriting at the
E Private Business School.
In order to evaluate the effectiveness of the office machine
course, the students were asked to check the machines used in
their offices. They were asked to list the percentage of time
spent in doing this type of work.
The battery technique is used in teaching the comptometer
and the rotation method is used on all other machines at the E
Private Business School.
The former students were asked to check the types of filing
used in their offices and the time spent in filing each day.
Good telephone technique is a must in any office. The for-
mer students were given training in this phase of office pro-
cedure. They were asked in what way could specific training in
telephone technique help them.
Business English is given each day at this school. It con-
sists of English grammar, spelling, and business correspondence.
In order to evaluate this course, a specific question was asked.
Could you suggest improvements for the
Business English course? Please be frank I
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could be holding if you had some addi-
tional training to advance in your
present position?
These two questions were asked in order that additional subject
matter could be included in the day school curricula to help
the present students* The answers received from this question
could also be used to set up new courses in the evening school
to help former students progress on their jobs.
The students were asked to list any other school attended
since leaving the E Business School. It is to be expected that
Ex-G.I.*s will take advantage of the G. I* Bill of Rights*
In one of the final questions the students were asked to
give any additional comment on the E Business School* There are
no names required in this study so former students felt free to
comment.
The last question will be very helpful in re -organizing an
active alxunnl club* This club became defunct during the war
years. In this type of school an active alumni club is necessary
in order to give continuous guidance, and help the student to
proceed to exceed those who have succeeded*
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In the following tables a summary of the results of
the
questionnaires, telephone calls, and personal interviews is at-
teti?)ted. There is no separation of the three methods used in
gathering this data.
Two hundred questionnaires were sent out. A return of 138
replies or 69*0 per cent were received. Two weeks after the
first questionnaire and letter of transmittal were sent out, 66
replies or 33 per cent returns were received. The follow-up by
telephone was interesting. Former students made all kinds of ex-
cuses for not answering the first qaestlonnaire . A visit to two
former students* homes was made.
It was determined that a more valid evaluation would be given
by former students on their own volition. It was decided that a
second letter of transmittal and questionnaire would be sent out.
A letter appealing to the former students personally proved
to be very effective. See page 47 for the second letter of trans-
mittal. This follow-up method brought in 72 more returns or 36
per cent, bringing the total percentage up to 69*0 per cent* The
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It was Interesting to note from Table II that 70 or 50,8
per cent of the former students received their initial positions
from the E Business School Placement Service. See Table II,
page 55. Thirty-six or 26.2 per cent of the former students re-
ceived their initial position through passing a Civil Service
examination.
The E Business School conducted a special course in prepara-
tion for Federal and State Civil Service examinations. This
course was given without charge to the day students.
It was assumed that those receiving appointments to Civil Ser-
vice were placed through the direct efforts of the E Business
School. This amounts to a total placement of 106 or 77.0 per cent
of the former students who attended the E Business School. The
placement service of this school has been very active.
^
It was Interesting to note that 11 or 7.9 per cent of the
former students received their initial positions through friends
who knew of vacancies or people whom they knew in the respective
I ruaAT
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TABIE II







Civil Service Examination 36 26.2
A Friend 11 7.9
Applied Themselves 9 6.3
Enlisted or Drafted
into the Service 5 3.6
Employment Agency 3 2.2
Family Connections 2 1.5
Answered Newspaper Ad 2 1.6
Total 138 100.0
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companies. Only 6,3 per cent stated that they had received em-
ployment on their own. Three or 2,2 per cent of the former
students received their first positions through employment
agencies. Two former students or 1,5 per cent received their
positions through family connections. Two people or 1,5 per
cent received their initial employment through answering a news-
paper ad. Five former students or 3,6 per cent entered the
service after completing school.
From a total of 138 people, 93 or 67,3 per cent were em-
ployed at the present time in business. See Table III, page 57,
Twenty-eight or 20.3 per cent were married and living at home.
Twelve or 8,8 per cent of the former students were going to
school. Ten were veterans taking advantage of the G. I, Bill.
One girl was going to Dramatic School and another was studying
to become a public accountant. Two or 1,5 per cent were un-
employed because of illness and a feeble parent. One or ,7
per cent was employed but not in business. He was a Dairy Clerk.
One girl was at home because of choice. One man was a high
school teacher.
Two or 1,5 per cent of the former students were Vice Consuls
with the State Department. See Table IV, page 59, One man was
located in London, England. The second Vice Consul was connected
with the Damascus, Syria Office, Two former students were listed
as office managers. One was in charge of the office of a large
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TABLE III




Emnloved in Business 93 67.3
Married and at Home 28 20.3
Attending School 12 8.8
Unemnloved 2 1.5
Employed but not in Business 1 .7
Single and at Home 1 • 7
Teacher 1 .7
Total 138 100.0
oil company, while the other was in charge of an office in a
large store. Two persons or 1.5 per cent were doing cost ac-
counting work. A former student was listed as Chief Clerk,
Veterans Administration in the State of New Hampshire. He was
supervisor of 22 employees.
It was interesting to note from Table IV that 1 former stu-
dent was listed as a Hearing Reporter for the U. S. Immigration
and Naturalization Department. Twenty-one or 15.2 per cent of
the people were listed as secretaries. Fifteen or 10.9 per cent
were stenographers. There were 16 Clerk-Typists listed or 11.6
per cent of the total former students who reported.
Also of interest is the fact that 1 girl was listed as a
Payroll Clerk. She was employed in the office of a large manu-
facturing concern. A young lady was classified as a Senior
Clerk-Interviewer. One person or .7 per cent of the former stu-
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dents was listed as an Assistant Treasurer for a Coal Company,
Nine or 6*5 per cent of the people were classified as Bookkeepers*
Twenty-eight or 20*3 per cent of the former students were married
and at home. Twelve or 8*8 per cent were listed as students.
Only three or 2*1 per cent of the former students were listed as
machine operators* One meui or *7 per cent of the former students
was classified as a Route Manager, He was working for the Coca
Cola Company, One former student was working in Hollywood,
California, in the Men’s Wardrobe Department for the various Mo-
tion Picture Studios, One man or *7 per cent of the former stu-
dents was working as a Property and Supply Clerk of the TJ, S,
Office of Naval Research, One man was listed as doing Payroll
and Insurance work. One person was listed as a Production Plan-
ner and was working for a large concern in California. One young
lady or *7 per cent of the former students was listed as a Bill-
ing Clerk. Another young lady had an interesting position as a
Supervisor of a Female Reformatory Office. A former student or
•7 per cent of the total, was listed as doing tariff and claims
work for a transportation company. Four persons or 3*0 were
listed as Accountants* There was only one girl who was doing
general office work. She made appointments, took dictation,
filed, and answered the telephone.
It was interesting to note that one young man was classified
as a Freight and Traffic Manager Trainee, He worked in the office
8c
.v;niiqcoO Xj^oO b lol 'to'iuznoiT ctna^teXsaA nsi bb saw z^nob
. 3*ioqea/Uoo5 ea bo i'll £.cpIo aiow alcoaq tjrtt 'io ;tn90 'taq 3.9 t:o onXJI
bQi'X'iBi:; a^tnebucte 'lounol eiiS lo ineo 'leq 5*0S *10
. •’v;Jn'>bx;^ s mb be^ielL iiaw in»o leq 8.8 ^10 evIewT .oraoil in briB
za bB^eil a^ow cinob;:'^c aexii’iol Oii^ lo d'nao Tiaq 1.2 -lo os'iild- \;IiiO
'rsnio'l oiiJ xc laq V. 'to xiaxii enO .a'lo^B'i&qo anixioam
BocO orlif ^o‘i ;.irx'i*iov7 naw eH .'le^anaM ©ixroH c es bellXaeBlo kjcw
tboow^XIoH nl ^niii'ic'.v saw ;tn6nir;Ja 'lexcno'! onO .^naqnoO bIoD
-oM eircl'iav arf3 'lol oaenntiBqfKi ado'tb'iBv; a'/ial.I edi nl tSlntc/illaO
- jlti ‘lamol lo d’noo ‘leq Y. ‘lo xiBit: oiiO .aolbnlS a'ln^ol'i noil
.0 . 7 0ill lo ^IqqnS brua ^I'xaqo'il b bb 3nlii'iow but? slnob
XXoiv-p'! '.nlcb 8B bel&lX bbw naxa enO . {onBoeeH Ibvj?»I lo oolllO
-nBli iiolloobonl b bb bdletl bbw nouiaq rnO .:1'io*vY oonB'inBnl bxiB
3n>jo^ onO .olmolllBb ni irxdonoo a^isX a 'lol aclifiow bbw bxiB 'lan
-Xlla B ea LaJclI bbw ElnobyJc ncariol eril lo Inoo naq T. no '^bBX
B 3B nollltoq gnilBanalnl na bail v^baX 3xiiiov lerflonA .>i»i-jX0 3nl
no inabx/lc 'I'^xnol A .eQlllO ^."lolflunoleH ^XamaT b lo noBlvnoquS
a.trlBlo bna ’III-ibI gnlob aa belaiX :bw ^IbIoI oril lo Ineo ‘loq V.
•Ji m 0.1 no 3 tiOB*ioq liioS .YXiBq.-aoo noil elnoqum^nl b nol >I‘iow




BlxiemlnioqqB ©bum 8x12 .ilnow oolllc iBienaB
.enc-dq©!©! oxil bd'XJW’Bna ; xts tboXll
bolliaBBXo EiBTP nom snjJOT^ eno laxll 8lcn ol gnllnonolxil saw II








Assistant Treasurer 1 .V
At Home 1 .7
Bank Clerk 1 .7
Billing Clerk 1 .7
Bookkeeper 9 6.5
CMef Clerk, Veterans Adm, 1 .7
Claims Dept, and Tariff Clerk 1 .7
Clerk-Typist 16 11.6
Cost Accountants 2 1.5
Dairy Clerk 1 .7
Freight and Traffic Mgr. Trainee 1 .7
General Office Work 1 .7
Hearing Reporter 1 .7
High School Teacher 1 .7
Machine Operator 3 2.1
Married and at Home 28 2073
Men*s Wardrobe Dept.
Motion Picture Studio 1 .7
Office Manager 2 1.5
Payroll Clerk I .7
Payroll and Insurance 1 .7
Production Planner 1 .7
Property and Supply Clerk of the
U. S, Office of Naval Research 1 .7
ftoute Manager 1 .7
Secre tary 21 15.2
Senior Auditor 1 .7
Senior Clerk-Interviewer 2 1.5
Stenographer 15 1079
Student 12 8.8
Supervisor of Female Reformatory
Office 1 .7
Unemployed because of illness 2 1.5
Unit Caretaker and Supervisor 1 .7
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and was given this opportunity for promotion. One or .7 per
cent of the former pupils was listed as a Unit Caretaker and
Supervisor. Two or 1.5 per cent of the former students were
unemployed because of Illness. One or .7 per cent of the
former students was at home because of choice. One person or
.7 per cent was a Bank Clerk. One girl was a Senior Auditor
for American Graves in Germany. One man or .7 per cent was
listed as a High School Teacher. Also one man was listed as
a Dairy Clerk.
It was interesting to note as listed on Table V that 6 or
15.38 per cent of the former students were engaged 100 per cent
of the day in doing bookkeeping or accounting work. See Table
V, page 61. One man out of 39 former students was doing public
accounting work.
Two former students were doing cost accounting work. One
for a large printing firm, another with the Federal Government
in the Canal Zone, Panama.
The time spent in this activity ranged from 3 per cent a
day up to 100 per cent.
The course in income taxes had supplemented the salaries
of those engaged in bookkeeping and accounting work. Many
reported that they earned additional money by figuring income
tax returns for individuals.
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DISTRIBUTION OP TIME SPENT IN BOOKKEEPING OR ACCOUNTING WORK
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According to Table VI, it was found that 20 or 51.3 per
cent of the former students engaged in bookkeeping or account-
ing work made up financial statements. See Table VI, page 63.
Thirty-six or 92.3 per cent believed that the course given
at the E Business School is practical. Twenty-seven or 71.1
per cent of the former students believed that nothing should be
added or subtracted from the course. Eleven or 28.9 per cent
suggested a few improvements. These «re: a course in Auditing,
more time devoted to the subject, more theory on the Social
Security Law, more time on short cuts in figuring.
Thirty-three or 84.6 per cent of the former students felt
that the use of actual business papers in connection with the
practice sets would have helped them on the job.
Twenty - or 100 per cent of those who answered question 5,
believed they could easily adapt themselves to a single entry
system of bookkeeping if necessary.
Twenty-six former students or 97.4 per cent agreed that it
wasn’t necessary for them to perform any bookkeeping or account-
ing duties that were not taught to them while at the E Business
School.
Twenty or 51.4 per cent of the former students closed their
own books.
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DISTRIBUTION OF ANSWERS TO SEVEN CgJESTIONS ASKED
QUESTIONS Answers PER CENT OFTOTAL ANSWERS
!• Do you make monthly finan-
cial statements. Profit
and Loss and Balance
Sheets?
Yes No Yes No
20 19 61,3 48.7
2. Do you believe that the
bookkeeping learned at
the E Business School is










36 3 92.3 7.7
3* Should any additional
material be added or sub-
tracted from the book-
keeping or accounting
course that you took
while at the E Business
School?
Yes No Yes No
11 27 28.9 71.1
4, Do you believe that the
use of actual business
papers in connection
with practice sets would
help you on the job?
Yes No Yes No
33 6 84.6 15.4
5* If you are keeping a set
of books by single entry,
did you have any trouble
in adapting yourself to
this system?
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DISTRIBUTION OF ANSIVERS TO SEVEN QUESTIONS ASKED
QUESTIONS ANSWERS PER CENT OPTOTAL ANSWERS
6, Is it necessary for you
to perform any book-
keeping or accounting
duties that were not
taught to you while at
the E Business School?
Yes No Yes No
9 26 2,6 97.4
7. Do you close the books
or does an accountant






18 20 48.6 51.4
Prom Table VII it can be seen that 61 former students
used their shorthand each day. See Table VII, page 65, One
student or 1,64 per cent devoted 60 per cent of the day to
taking dictation. Thirteen or 21,31 per cent of the former stu-
dents took shorthand 25 per cent of the day. This is the mode
or most popular percentage of time spent from the entire group
of 61 former students reporting to this question. The time
spent in this activity ranged from 1 per cent to 60 per cent
of each day,
i It was interesting to note from Table VIII, that 70 former
students answered this question. Nine students who took short-
hand dldn»t answer the preceding question relative to estimated
(6»ino0) IV aiSAT
aHoiTasrp jis'/3^ ot aHavr^HA JfoiTisi/iTairT
•50 ‘ir-rao R3^
laHarja;iA jatot eK'diar.A aTioiTas'ap
on eeY ' oK 8oY
: .7G 3.S
JJO',: *io'i ^Basooen el





^8 ?IIr'w ijc-;: ci
i'XooiiOo eeonI^;/a 2 e/U"
.a




r.^fcocf ar.j esoio wc\; uC
iruEij 01/0008 HA eeob 'lo
.oh >J ill i^RiOO
e^tnubi^cJa Xb ^Aitt r.ot'c od aao Ji f.lV -iXcJaT rio'x'I
ttiiO o^Bq <117 >X'';aT ."O'^o bnA -Id Tcwic 'i.'anJ booir
:Jflao 'Toq Crj b6?ov©b “i.nc •1*10 X 'lo Sriebui^'.
c*ti^ lo Xnoo ’'ivq X£.*i. 'lo .".oxJaJoIL ^rrl.-bv;
9i cm cilJ feX a lAI , {,^b oni "lo znoo leq cS Ln -njocrfs
qiitJ’i3 •j'llvna exl7 .jo-xI or.lw Ic :.^^.oo•'/oq 'XsXuqoc cfaux:: ':o
ajilJ tJifT .f:oXXii3i;p oJ a-JnaOijJii 'xeiACoi Xo 'io
Jnao 'teq Ob oi Sn^o rxoq X mo'i'i ba vi>?*i TiJXv'l^oxi aXrij aX jrroqe
.-^Ab ffo'^o 'Xo
'tiiC.To'l OV ,IItV aXcffiT mo'x'l acton oi J:il saw ctl
- ‘ iOflB ciooct Ofiw c^neLi/cto t-inlK .nc ivooup elnJ b^''&w^na eJf:ub:fJa




























?IOITATOIC VII TKa‘ia luuIT '50 ^10 IT^EIRTaia





1 alqoe'l lo ledwr/K



















L . . OS 3
X5.IS du SX
^8.G 02 a
OS.C ox 2 i




2*?.^ X S (
cc,ocx xa l£CoI 1
percentage of time spent in this area. The speeds in words per
minute required on the job ranged from 80 up to 180 words a min-
ute. See Table VIII, Page 67. Twenty-seven former students or
38.6 per cent reported a required speed of 100 words per minute
on the job.
Twenty or 28*6 per cent former students reported 120 words a
minute being required on the job. Eight or 11*4 per cent reported
140 words a minute as being the necessary speed in their present
positions. Two men or 2.9 per cent reported a required speed of
160 words a minute. One of these men was a hearing stenographer
for the U. S. Immigration and Naturalization Department. The sec-
ond man was a Vice Consul with the State Department in London,
England. One man or 1.4 per cent reported a required speed of
180 words a minute as necessary on his job. He was Vice Consul
in Damascus, Syria. One former student who reads and writes
French takes shorthand at 120 words a minute. She learned her
shorthand so thoroughly while attending the E Business School
that she was able to take French dictation at 100 words a minute
while working for the French Government in Washington, D. C.
According to Table IX, the average length of dictation in
intervals of minutes ranged from 1 to 240. See Table IX, page 67.
Two former students or 3.28 per cent took shorthand for 240 min-
utes. The most frequent interval is 30 minutes with 12 former
students participating or 19.66 per cent. Eleven or 18.03 per
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TABLE VIII














cent of the former students took dictation for 60 minutes. Only
one person took shorthand for a period of a minute or less*
TABLE IX






















From Table X it can be seen that 9 former students or 21.43
per cent were not required to have any specific speed in trans-
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scription. One or 2.38 per cent of the former students were re-
quired to transcribe at 30 words per minute. Twelve or 28,57 per
cent at 40 words a minute and 16 or 38,10 per cent at 50 words a
minute. Pour persons reported that a speed of 60 words was neces-
sary on their job. Out of 70 reporting, the use of shorthand only,
42 responded to this question.
TABLE X
DISTRIBUTION OP SPEED IN TRANSCRIPTION REQUIRED ON THE JOB
Net Speed
Number of People





No Specific Speed 9 21.43
Total 42 100.00
It was interesting to note from Table XI that 32 or 51.6 per
cent of the former students reported that they didn’t take con-
ference or meeting reports in shorthand. Sixty-two former students
answered this question.
Porty or 75,5 per cent of the former students who used short-
hand reported that the court reporting was helpful to them on the
job. Some of the answers given are as follows;
"It helped me while I was in the service,"
"Helped me set up court testimony,"
y "Gave me a good legal vocabulary,"
"Gave me confidence when I was required
to take dictation from more than one
person at a time."
Plfty-three students answered this question.
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TABIE XI





1. Do you take conference or
meeting reports in short-
hand?
Yes No Yes No
30 32 48.4 51.6
2. In what way has the
court reporting and
legal work been help-
ful?
Helpful Not Used Helpful Not Used
40 13 75.5 24.5
It was interesting to note that one man oT 1.00 per cent
of the former students spent his entire day in typing. See
Table XII, Page 70. He was working for the Federal Government
with the Vehicle Control Section. He filled in forms with an
itemized list of repairs to be performed on all vehicles. He
also typed correspondence notifying organizations when repairs
were completed.
Nineteen or 19 per cent of those participating in this
activity reported spending 50 per cent of each day doing typing
work. It was also interesting to note on Table XII that 10 or
10 per cent spent 25 per cent of their working day in this acti-
vity. One man or 1 per cent of the former students reported
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In Table XIII, the average percentage of time spent in each
activity was figured. See Table XIII, page 71.
Fifty-eight persons spent an average of 10,66 per cent of
their day in composing their own letters at the typewriter.
Fifty-one persons spent an average of 20,03 per cent of
their day in transcribing shorthand notes.
Thirty-two former students spent an average of 5,72 per cent
of their day in cutting stencils.
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Sixteen persons spent an average of 5.87 per cent of their
day in typing from rougji copy.
Thirty-five people spent an average of 11.20 per cent of
their working day doing statistical typing.
Twenty-three persons composed answers to letters at the type
writer. An average of 11.56 per cent of their day was devoted to
this activity. No former student filled in the section on trans-
cribing machine.
Twenty-seven former students spent an average of 7.40 per
cent of their day in typing letters dictated to the typewriter.
Forty-three persons spent an average of 14.58 per cent of their
day in filling in forms on the typewriter.
TABIE XIII
DISTRIHJTION OF THE AVERAGE SPECIFIC ACTIVITIES IN TYPEWRITING








Composing own letters 58 10.66
Cutting stencils 32 5.72
Rough draft 16 5757
Statistical typing 35 II750
Coii5)osing answer to letters at
the typewriter 23 11.56
Transcribing machine 0 00.00
Letters dictated to typewriter 27 7755
Transcribing shorthand notes 51 20.03
Filling in forms 43 14.58
Other activities listed consisted of the following: Making
appointments, sorting and arranging mail, using the Ediphono,
supervising the work of employees. Interviewing applicant?, making
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bank deposits and preparing statistical material.
According to Table XIV, 1 person or 1,00 per cent of the
former students felt that a speed of 85 words a minute was nec-
essary on the job. Nineteen or 19 per cent thought that 60 words
a minute was necessary* Thirty-six or 36 per cent felt that 50
words a minute was needed in the office. The speeds ranged from
35 to 85 words a minute. One hundred former students answered
this question,
TABLE XIV


















In Table XV, 91 or 91,9 per cent of the former students
felt that sufficient time was spent on statistical typing at
the E Business School. Ninety-nine people answered this ques-
tion. Electromatlc typewriters are used in only 18.3 per cent
of the offices where former students are employed. One hundred
and four persons answered this question.
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TABLE XV
DISTRIBUTION OF ANSWERS RECEIVED FROM FORMER STUDENTS
WHO ANSWERED THE FOLLOWING QPESTIONS:
Questions Answers Total Per Cent
1. Do you feel that
sufficient time is
spent on statistical
typing at the E Busi-
ness School?
TIo Yes No
91 8 91.9 8.1
2. Is there an Electro-
matlc Typewriter used
in your office?
Yes No Yes No
19 85 18.3 81.7
Forty-nine of 35*5 per cent of the former students spent
some time on office machine work. See Table XVI, Page 74.
One person or 2.04 per cent of the former students reporting
spent 100 per cent of the working day on office machine work.
She used International Business Machines all day. The range
was from 1 to 100 per cent a day,
Ei^t persons or 16,35 per cent of the former students
reporting, used office machines 10 per cent each day.
Forty-nine former students replied that they used office
machines each day.
According to Table XVII, (see Page 75) the Sundstrand Cal-
culator is used by 24 former students. This machine is used an
average of 24 per cent of the time spent on office machine work.
Twenty-one persons use the comptometer on an average of
13.38 per cent of the time used on office machine work.
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TABLE XVI
DISTRIBUTION OF TIME SPEND ON OFFICE MACHINES
Number of People
Reporting





















The Ediphone was used by 4 persons on an average of 3.50 per
cent of each day. The Dictaphone was used by 3 former students
11.67 per cent of each day. Nine persons did duplicating work on
an average of 5.34 per cent of each day.
Seven persons used the Burroughs €uid 2 people used the Rem-
ington Bookkeeping Machine an average of 27.89 per cent of each
day.
One former student used the Marchant Calculator on an average
of 10 per cent each day.
Three persons used the Friden Calculator an average of 15.67
per cent each day.
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The Monroe Adding Machine was used by one person 40 per cent
of each day.
An adding machine (no name given) was reported as used by 2
persons for an average of 5 per cent each day.
One person reported using the Burroughs Adding Machine on the
average of 40 per cent each day.
The Allen Wales Adding Machine was reported by one student as
being used in his office on the average of 15 per cent each day.
One former student used the Sundstrand Adding Machine on the
average of 75 per cent each day.
Many of the employees performed more than one type of activity.
For this reason any totaling of the figures would be meaningless.
TABLE XVII
















Merchant Calculator 1 10.00
Frlden Calculator 3 15.67
Monroe Calculator 1 40.00
Adding (No name given) 2 5.00
Burrou^s Adding 1 40.00
Allen Wales Adding 1 15.00
Sundstrand Adding 1 75.00
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It Is interesting to note from Table XVIII that over 48 per
cent of the former students answering this question used some
filing each day. See Table XVIII, Page 76.
The time spent in this activity ranged from 1 to 50 per cent
of each day.
Twenty-one people or 31,3 per cent of the total number re-
porting spent 5 per cent of each day in this activity.
One person or 1*5 per cent of those reporting spent 50 per
cent of his time in this activity. None persons or 13*4 per cent
spent 1 per cent doing this type of work each day,
TABLE XVIII


















As shown in Table XIX, 62 or 92,53 per cent of a total
number participating used the Alphabetic System. Three or 4,47
per cent of the total number participating used the Geographic
System. Twenty-six or 38,80 per cent used the Numeric System,
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Twenty-four or 35*82 per cent used the Subject System. One per-
son or 1*49 per cent used the Soundex System.
Two former students or 2.98 per cent of the total number
participating used the Dewey Decimal System.
Several of the former students used more than one system in
their office. The totaling of the figures in Table XIX would
have no meaning.
TABLE XIX
DISTRIBUTION OF PILING SYSTEMS USED BASED ON A TOTAL OF












Dewey Decimal 2 ^7^5
Seventy-two persons or 52.1 per cent of those who answered
the questionnaire replied to the following question: In what
way would specific training in telephone technique help you?
Such answers as getting more information, a good first impression
for the business, to be able to handle irritated customers, were
listed.
The most important recommendations for improving the English
Course at the E Business School are listed herewith:
1. More work on letters of application.
2. A course in Public Speaking.
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3* More time spent on Business Correspondence.
^ 4. Additional time devoted to vocabulary building.
The former students listed the following additional sub-






6* More time on Business Correspondence
7. Course on how to act during an interview
8. More work on the bookkeeping machine
Five former students or 3.6 per cent claimed that they
could be holding a higher position if they had had some addi-
tional training to advance in their present position. Three
former students claimed a degree would help them advance on the
government payroll. Two other students wanted specialized
training.
One himdred and thirty- three or 96.4 per cent of the former
students stated that they could not be holding any higher posi-
tion with additional education.
Thirty-two or over 23 per cent of the former students re-
ported taking additional part or full time courses. Twelve or
approximately 9 per cent are working full time towards a degree.
The other 20 or about 14 per cent are taking courses in a
0 specialized area. They are taking such courses as, law, psy-
chology
,
sewing, either for college credit or knowledge alone.
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at the E Business School. Some additional suggestions are lis-
ted as follows:
1. Short cuts in mathematics.
2. Training in public accounting.
(a) Auditing
(b) Accounting Systems
(c) More work on State and Federal
Income Taxes
Approximately 60 per cent of the former students who
answered this questionnaire said they would like to join an
active alumni club of the E Business School.
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This study was conducted to promote a closer relationship
between course content of the curricula at the E Private Business
School and actual demands of the businessmen and government
agencies. Also to revise the course content if this study
proved that such a change was necessary to meet the demands of
the business and government agencies.
One hundred and thirty-eight former students from a total
of 200 answered the questionnaire that was sent out. The initial
questionnaire that was sent out was follow-up by telephone calls.
Interviews, and a second letter of transmittal with another ques-
tionnaire enclosed. The following conclusions have been made:
(1) The majority of students were willing to cooperate with
their school in a follow-up study.
(2) Almost all the students were in complete agreement that
the E Private Business School had prepared them to meet the de-
mands of businessmen and government agencies.
(3) The former students were employed in executive, secre-
tarial, bookkeeping and accounting positions.
(4) Twenty-eight or approximately 20 per cent of the former
students had been married and were living at home.
(5) Twelve students or 8.8 per cent were attending college.
Ten of these former students were veterans and were taking advan-
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tage of the G. I. Bill of Rights, One young lady was attending
Dramatic School, Another girl wanted to prepare for public ac-
counting work and is taking additional courses in accounting.
(6) Three former students are unemployed. One girl because
of an ill mother who needed her at home. Another young lady is
\inemployed because of an operation. The third girl was at home
because of choice,
(7) The E Private Business School Placement Bureau has been
very active. It has placed approximately 77,0 per cent of the
former students for the past 10 years,
(8) The majority of students were employed in Lowell. Boston
was second with Washington, D. C, next. Former students were
located from the rocky coast of Maine to the sunny shores of Cali-
fornia .
(9) Almost all the former students worked a 40-ho\ir week.
(10) The salaries ranged from ^30 to $100 per week.
(11) Approximately 28 per cent of the former students did
bookkeeping or accounting work.
(12) Twenty or 51*3 per cent of those doing bookkeeping or
accounting work made up financial statements,
(13) Thirty-six or 92,3 per cent believed that the bookkeep-
ing and accounting course was practical at the E Business School.
(14) About 71 per cent of the former students doing bookkeep-
ing or accounting work stated that nothing should be added to the
,
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(15) Approximately 29 per cent thought courses in auditing,
short cuts in mathematics, more time should be devoted to ac-
counting, and more material on government taxes should be added.
(16) The majority or 84.6 per cent of people doing bookkeep-
ing or accounting work felt that the use of business papers used
in connection with the practice sets would help train pupils for
the job.
(17) Twenty former students answered the question relative to
a single entry system. One hundred per cent of them agreed that
they didn»t have any trouble adapting themselves to this system
if it were used.
(18) Thirty-five persons answered the question concerning
whether they had to perform any bookkeeping or accounting duties
not taught to them at the E Business School. Almost 98 per cent
answered in the negative.
(19) About 52 per cent of the former students closed their
own books at the end of the fiscal period,
(20) Approximately 44 per cent of the former students took
dictation and typed.
(21) The length of dictation Intervals in minutes ranged
^
from 1 to 240 minutes.
(22) The rate of dictation given in the various offices
ranged from 80 to 180 words a minute.
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(23) Sixty-seven per cent of the former students took dicta-
tion at 100 to 120 words a minute.
(24) Two people or 2*9 per cent of the former students took
dictation at 160 words a minute. One man was a Hearing Stenog-
rapher for the U. S. Immigration and Naturalization Department.
The other former student was a Vice Consul in London, England.
(25) One man took dictation at 180 words a minute. He was
Vice Consul for the State Department in Damascus, Syria.
(26) Twenty-eight or about 66 per cent of the former students
transcribed their shorthand notes at between 40 to 50 words a
minute. Nine former students had no required speed in transcrip-
tion.
(27) Approximately 52 per cent of the former students did not
take conference or meeting reports in shorthsind.
(28) Seventy-five per cent of those engaged in shorthand
activities felt that the training in court reporting was helpful.
(29) Over 72 per cent of the former students did some typing
each day.
(30) One former student typed correspondehce and filled in
forms all day. Nineteen former students typed 50 per cent of
each day.
^ (31) The speed requirements on the job ranged from 35 to 85
words a minute in typewriting. Thirty-six per cent of those
doing typing work need a speed of 50 words a minute on the job.
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One student said 35 words a minute was sufficient. One person
felt that 85 words a minute was necessary in his type of work.
Thirty-seven per cent replied that over 50 words a minute was
necessary on the job.
(32) Over 91 per cent of 99 persons reporting thought that
ample time was spent on statistical typewriting at the E Business
School.
(33) Approximately 82 per cent of 104 former students reported
that they dldn*t have an Electromatic Typewriter in their office.
(34) Over 50 per cent of the former students ccanposed their
own letters.
(35) Thirty-two persons cut stencils an average of 5.72 per
cent of each day.
(36) Sixteen persons reported that they typed an average of
5.87 per cent of each day from rough draft copy.
(37) Approximately 35 per cent of the fonner students who
used the typewriter did statistical typing an average of 11.20
per cent of each day.
(38) Twenty-three former students composed answers to letters
at the typewriter. An average of over 11 per cent of each day
was devoted to this activity.
(39) Twenty-seven persons had letters dictated to their type-
writers. This was done an average of over 7 per cent each day.
(40) Fifty-one persons transcribed shorthand notes on an
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average of 20 per cent of each day.
(41) Forty-three former students filled in forms on the
typewriter an average of over 14 per cent of each day.
(42) Forty-nine or 35.5 per cent of the former students
spent some time on office machine work.
(43) One person or 2.04 per cent of the former students re-
porting spent 100 per cent of the working day on office machine
work. She operated an International Business Machine and learned
its operation on the job. The range was frcm 1 to 100 per cent
each day.
(44) Eight persons or 16.35 per cent of those former students
reported that they used office machines 10 per cent each day.
(45) Six or 12.25 per cent of the people reported that they
used office machines 25 per cent of each day.
(46) The Sundstrand Calculator was used by 24 former students.
This machine was used on an average of 24 per cent of the time
spent on office machine work.
(47) Twenty-one former students used the Comptometer an
average of 13.38 per cent of the time spent on office machine
work.
(48) The Ediphone was used by 4 former students an average of
^ 3.50 per cent of the office machine work day.
(49) The Dictaphone was used by 3 former students an average
11.67 per cent of the office machine work day.
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(50) Seven persons used the Burroughs and 2 people the Rem-
Ington Bookkeeping Machines an average of 27 .89 per cent of each
day.
(51) One former student used the Merchant Calculator on an
average of 10 per cent of each day,
(52) Three persons used the Priden Calculator an average of
15 .67 per cent of each day,
(53) The Monroe Adding Machine was used by one person 40 per
cent of each day,
(54) Several other adding machines were used. The Allen Wales,
Burroughs and Sundstrand were the other three that were listed.
Two people used adding machines but didn* t give the name of the
machines they used.
(55) Over 48 per cent of those former students reported that
they used some filing each day. The time spent in this activity
ranged fran 1 to 50 per cent of each day. Twenty-one persons
spent 5 per cent of each day in this activity. One person spent
50 per cent of his time in this activity.
(56) Sixty-two or 92,53 per cent of the former students used
the alphabetic system. The numeric system was used second with
26 or 38,80 per cent of the former students participating. The
3, subject was the third type used the most. Twenty-four or 35.32
per cent of those students doing filing work used this system.
Other systems used were the geographic, soundex and dewey decimal
33
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(57) Seventy- two persons answered the following question:
In what way would specific training in telephone technique help
you? Such answers as getting more information, a good first im-
pression for the business, to be able to handle irritated cus-
tomers, were listed*
(58) Recommendations for improving the English Course were
listed as follows;
1. More work on letters of application*
2. A course in Public Speaking*
3* More time spent on Business Correspondence*
4* Additional time devoted to vocabulary building*
(59) The former students listed the following additional sub-






6* More time spent on Business Correspondence*
7* Course on how to act during an interview*
8* More work on the bookkeeping machine*
(60) Five former students or only 3*6 per cent of the total
number of former students claimed that they could be holding a
higher position if they had had additional training* Three
people listed a degree as necessary to help them advance in gov-
ernment employment * One man listed a master* s degree as neces-
sary for him to advance in the teaching field* One girl said
that she had lost her speed in shorthand and if she could regain
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it she could be holding a higher position.
(61) Thirty-two reported taking additional part or full time
courses. Twelve were working full time towards a degree. The
other 20 are taking courses in a specialized area from law to
psychology either for college credit or just for knowledge.
(62) Almost everyone was more than satisfied with his train-
ing at the E Business School.
(63) Some additional suggestions were listed as follows:
1. More short cuts be taught in Business Mathematics.
2. Training in public accounting work.
3* Such courses as auditing, the setting up of
accounting systems and more work on State
and Federal Income preparations.
(64) Approximately 60 per cent of the former students answered
the question concerning an active alumni club. They indicated
that they would like to j oin such an organization of the E Pri-
vate Business School.
RECOMMENDATIONS
(1) Although only 28 per cent of the former students used
bookkeeping or accounting on their present jobs, the other former
students stated that the knowledge had proved valuable in the
business world. It has been found that many of the former stu-
dents were placed in smaller business offices for initial employ-
ment. When the employer called, he wanted a student capable of
handling all phases of office work. It is recommended that this
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course be retained with the same content.
(2) An intensive two year course in Accounting was estab-
lished approximately two years ago. It was designed to prepare
students for private accounting employment. Only a few young men
have completed this course to date, but have obtained excellent
initial positions and are advancing on the job because of their
knowledge.
(3) About two students asked for courses in auditing and set-
ting up of accoimt systems. There was only one man doing this
type of work. This school has been established to meet the de-
mands of the business men, government agencies and the students.
When a student attends the E Business School he wants to obtain a
good practical education as soon as possible and a position ?^en
he is finished. There is a good demand for private accounting but
no demand for public accountants in the area where the E Private
Business School is located. Therefore, it wouldn*t be practical
to offer a course in auditing or accounting systems when the all
round demand is nil.
(4) Ninety-eight per cent of the former students who were do-
ing bookkeeping or accounting work stated that they dldn*t have
to do anything on the job in that area that they weren*t taught
at the E Private Business School. It is recommended that the
course content in bookkeeping and accounting be kept the same with
the following four minor changes.
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(5) That more short cuts In mathematics be shown to the
bookkeeping and accounting students*
(6) It is also recommended that more material on government
taxes be added to the course*
(7) The majority of bookkeeping and accounting students felt
that the use of business papers with practice sets would help
pupils on the job*
(8) The same amount of time and emphasis should be spent on
the single entry system of bookkeeping* One hundred per cent of
the former students didn*t have any trouble adapting themselves
to this system if used* The training received at the E Private
Business School is sufficient to prepare them for this activity.
(9) The E Private Business School Placement Bureau is very
active* It has placed approximately 77 per cent of the former
students for the past 10 years* At the present time it can not
fill the demand for well educated secretarial help. The hiring
of the fittest is the rule again* It is reccmimended that outside
soliciting be done in order to build up additional accounts* If
unemployment or slack periods come then the E Private Business
School’s graduates will be given preference* The setting up of
a stronger placement department capable of placing 100 per cent
of the graduates is a panacea for attacking unemployment* A
Private Business School is no stronger than its placement service.
(10) The majority of people took dictation at 100 to 120
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words a minute. About half of them took shorthand at intervals
from 30 to 60 minutes. It would be a good idea to teach the
students to take shorthand at 130 words a minute for 60 minutes.
This additional speed would give them added speed and confidence
on the job. One young man who received 100 per cent on the short
hand part of a Civil Service examination was taught to take short
hand at 160 words a minute. Is it any wonder that a 160-word-a-
mlnute shorthand writer would get a 100 per cent rating on the
much slower Civil Service Shorthand Examination? This former
student realized that secretarial training opens the door to
rich business opportunities. He is now Vice Consul in London,
England. Students should be motivated to do the best that is
possible.
(11) One former student built his speed up to 180 words a
minute in shorthand. He did this by receiving outstanding in-
struction in the fundamentals of shorthand and by practicing 4
hours a day. He is now Vice Consul with the State Department in
Damascus, Syria,
(12) Over 66 per cent of the former students who took dicta-
tion transcribed at from 40 to 50 words a minute. In the trans-
cription classes emphasis should be placed on these speeds.
(13) Nineteen per cent or the most popular required speed
was 50 words a minute in typewriting. Fifty words a minute
should be retained as the minimum typing speed for a diploma at
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the E Private Business School*
(14) The majority of students felt that a sufficient amount
of time was spent on statistical typing. Therefore, the same
amount of time should he devoted to this activity*
(15) Since over half the former students had to compose their
own letters, more time should be spent on business correspondence.
A great deal of emphasis should be placed on letters of applica-
tion. A person has to sell himself over and over again through-
out life.
(16) Over 43 former students had to fill in forms at the
typev/riter an average of 14.38 per cent of each typing day. It
would be a good idea to find out the types of forms used in the
various offices and have the students fill in a few.
(17) Twenty- three former students composed answers to letters
at the typewriter. It would help the students a great deal if
some time was spent in this activity.
(18) Students are given Instructions and cut several sten-
cils; also type from rough draft copy.
(19) Over 35 per cent of the former students operate office
machines. Since the comptometer and calculator predominates, it
can be said that ample time is devoted to office machine work at
the E Private Business School. This business school has twenty-
two comptometers and calculators. Three are electrically oper-
ated. The battery technique is used and each student is given
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200 hours on this type of machine. The touch method Is developed.
Other machines in the department include an Edlphone, two adding
and listing machines, the check writer, one bookkeeping machine,
tv/o mimeographs, and the Executone. The rotation method of in-
struction is employed for the machines other than the comptometers
and calculators. An additional bookkeeping machine should be
purchased, either a Burroughs or Remington, as nine former stu-
dents use these machines an average of 27.89 per cent of the of-
fice machine day.
(20) Approximately 48 per cent of the former students used
some filing system each day. More emphasis should be placed on
the alphabetic system as 92.53 per cent of the former students
used this system in their respective offices. The numeric and
subject systems are used sometimes. The geographic, soundex and
Dewey Decimal systems are seldom used in the offices in this area.
(21) More time and emphasis should be spent on Business Cor-
respondence in the English course. Additional time should be
spent on letters of application. A short course in public speak-
ing should be Included in the English course. This will help the
students build additional confidence while talking on their feet,
A course in vocabulary building should be added to the curricula.
(22) A course in Business Law was inaugurated this year. A
practicing lawyer comes in each v;eek and gives case lectures on
the practical side of law. He also clarifies points relative to
ce
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the legal aspects of bookkeeping and accounting. These former
students did not have this course,
(23) Business education involves something more than skill
building. The former students on the job realize this and have
recommended a course in Economics, Economics adds depth to one*s
understanding of business. It would be wise to offer an elective
course in basic Economics,
(24) How to act on the interview should be incorporated into
the Business Etiquette Course, A great deal of emphasis should
be placed on this, A student either makes or breaks the grade
on the interview.
(25) Personal Relations should be brought into the Economics
Course as a phase of the work. It could be brought out how im-
portant it is for nations and people to work harmoniously to-
gether in order to achieve success and happiness,
(26) In this type of school the major emphasis must be placed
on skill building. However, psychology should be given in the
Business Etiquette Course because it is Important, A person
should know why people usually do things and how to act in an
office and in unusual situations,
(27) An active alumni club should be organized. This will
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(28) For nearly 90 years the E Private Business School has
been producing outstanding graduates. It is a school of achieve-
ment I A follow-up study should he conducted every two years.
This technique will help evaluate the school and see that it is
still meeting the demands of the businessmen and government
agencies. An employer who is well satisfied will call again.
A graduate who has found success and happiness through this
type of education will promulgate this news to the city.
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